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Introduction

What is IPAC?

The Intra-governmental Payment and Collection (IPAC) System is one of the major
components of the Government On-Line Accounting Link System Il (GOALS Il). The
IPAC System contains multiple components which consist of the 1) IPAC application
which handles intra-governmental fund transfers between agencies, 2) Retirement and
Insurance Transfer System (RITS) which handles agency retirement and insurance
payments to the Office of Personnel Management (OPM), and 3) Treasury Receivable
Accounting and Collection System (TRACS) interface.

The IPAC application’s primary purpose is to provide a standardized inter-agency fund
transfer mechanism for Federal Program Agencies (FPAs). It facilitates the intra-

governmental transfer of funds, with descriptive data, from one FPA to another.

FPAs have the opportunity to send transactions to IPAC via on-line or bulk file
connections. The connection type is determined by each FPA. On-line transactions will
be processed immediately. Bulk file transactions will be processed as close to real time
as possible, depending on system volume and availability. In a future release, IPAC will
offer the capability for FPAs to send transactions via Electronic Data Interchange (EDI).

IPAC System Requirements

To use the IPAC System, the computer must have:

Access to the Internet

A browser with 128-bit encryption - Microsoft Internet Explorer 4.0 or higher or
Netscape 4.0 or higher

The browser must have cookies enabled

Software to view Portable Document Format (PDF) files (such as Adobe
Acrobat™)
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About This Manual

This Guide’s Audience

This manual is intended for new users of the IPAC System and experienced users of the
OPAC system transitioning to the IPAC System. The intention of this manual is to
describe the IPAC on-line system in its entirety. However, individual users will only have
access to the screens and functions that are authorized by the roles assigned by their
agency. For a list of roles and functions available in the IPAC application, see

Appendix F — Roles and Functions.

Assumptions

It is assumed that the users of this manual are familiar with the following:
- The use of a personal computer in a Windows environment.
The basics of the Internet and the Internet browser they will be using.
The accounting procedures unique to their agency.
The Treasury reporting requirements outlined in the Treasury Financial Manual
(TFM).

Organization

The information in this manual is divided into Sections corresponding to the function
buttons on the IPAC Main Menu (Payments and Collections are both discussed in
Section 1 since the processes for these functions are similar). These sections will
describe the processes available under each menu option and will include screen views
to ensure that the correct paths are being followed. The manual also contains this
Introduction, which discusses the purpose of the manual, its intended audience and
some of the functions common to all types of transactions. There are also a Table of
Contents, an Index and the following Appendices:

Sample Reports

Table of Figures

IPAC Required Fields

Netscape® Configuration for PDF files
Configuring Browsers to Accept Cookies
Roles and Functions

Military Time Conversion Chart
Transaction Field Lengths

Glossary of Terms and Acronyms

TIOMMOOw>
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Conventions Used in this Manual
The following conventions are used throughout the manual:

References to screen names will display in bold print (i.e. IPAC Main
Menu).

Names of screen buttons will be in “quotes”.

References to field names on a screen will be underlined.
References to other sections of this manual will be in italics.

Conventions Used in the IPAC Application

Title Bars

As you use the IPAC application, the title bars on your screen will help you keep track of
your location within the program. Once you leave the Main Menu, the title bar of each
screen generally contains the name of the function under the application in which you
are currently working, as shown in Figure 1.1.

Finkcted | Mare Detail Sander S0HL ACCOUNLE | Ry Detall Batien To IPAC Main Mani | iear | Hak
Speecial Risgamarnant s ]
e Function Name
Criginaling 4.0 Summary :
BLC 20180002 FTN =z 004 et oo
rlumber of o
Costails:
ALC Cortact Contact y ;
Contact Jans & Dioe BHERS (202] 5T4-0000 Ee jane doeiTipac.gow

Figure 1.1 Title Bar
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Browser Buttons

You must NOT use the “Back” and “Forward” buttons of your browser to navigate
through the IPAC screens. The program expects data to be submitted in specific
sequence and using the browser navigation buttons can result in the activation of
intruder detection software. If you accidentally hit the back button of the browser, you
may be returned to the IPAC System Main Menu with none of the data entered on your
most recent screen saved to the database. If after selecting the back button you are not
automatically returned to the IPAC System Main Menu, you need to manually go back to
the IPAC Main Menu and begin processing again. The system cannot accurately
process information once the “Back” button has been selected.

Cursor Movement

When a screen first appears, you must click to position the cursor in the first data entry
field or menu selection. You may continue to position the cursor with the mouse, or you
may use the “Tab” key to move forward between fields, “Shift”-"Tab” to move backward.
You must use a button to submit data to the IPAC database.

Hitting the Enter key while in a data entry field is NOT the same as clicking

the “OK” button, the “Finished” button, or other IPAC screen buttons. If you
would like to use the keyboard rather than the mouse to click a button, then
use the Tab key to move the focus to the button (“*OK”, “Finished”, etc.) and
then hit Enter.

Standard Buttons

Standard Buttons have been established for use throughout the IPAC application. The
availability may vary as needed by the function being performed, when the buttons
appear they will behave in a consistent fashion. Standard Buttons include “Finished”,
“Print”, “Clear”, “Cancel”, "Help", “OK” and “Return to IPAC Main Menu”. Additional
buttons will be included as needed in specific areas of the program.

Explanation of Standard Buttons

“Finished”
The data on the current screen will be submitted for entry in the IPAC database. If
the data is accepted, you will be presented with a confirmation screen, then returned
to the IPAC Main Menu. If a required field is blank, or if an error is detected, an
error message will be displayed and the cursor will be placed in the entry field where
the error occurred.
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“Print”
You will be forwarded to a report printing screen where the data just entered will
appear as a document and may be printed.

“Clear”
All of the data entry fields which you have modified since the last time the screen
was displayed are returned to their former values and you remain on the current
screen. No data is submitted to the database.

“Cancel”
No data is submitted from the currently active screen and you are returned to the
previous screen or to a menu.

“Help”
A new browser window is opened and system help for the current screen is
displayed. After reading and/or printing the help screen, you should close the help
window by using the "Return" button to go back to the previous screen. (The "Back"
button on your browser will NOT be functional on the help screen since this is a new
window with no history.)

1] OK”
This acknowledges that you have read any message on the current screen and are
prepared to submit any data just entered. The data is submitted and you are
returned to the previous screen or to a previous menu.

“Return to IPAC Main Menu”

No data entered on the current screen will be saved. You will be returned to the
IPAC Main Menu.

Formats

Button Formats

Because screen presentation is influenced solely by the browser configuration, all
function buttons will display at both the top and bottom of all IPAC screens. Either

set may be used depending on your location and preference as shown in Figure 1.2.

Report Statistics

k| Raturn To IPAC Wan fers | Hei

Nonksrdmagesn . Both sets of bgttons have
report identical functions.

Ourput Fortmar |HTWL =
F
ok Retien Ta (PAL Wi | e |

Figure 1.2  Function Button Locations
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Date Formats

When entering dates in IPAC, the format is YYYY-MM-DD (2001-06-22 for
June 22, 2001). Any date entered in another format will not be accepted and will
return an error message.

Time Formats

When a start or end time is required, enter the time in military time format which
uses a 24-hour clock, four digits and does not use punctuation to separate hours
from minutes. Military time is told on a continuous 24-hour clock. Rather than
distinguishing between morning (AM) and afternoon (PM), the time is read
sequentially from 0001 to 2400. For example, fifteen minutes past midnight is 0015,
one thirty in the morning is 0130, and two o'clock in the afternoon is 1400. For a
military time conversion chart, see Appendix G.

All time stamps generated by IPAC will be in Eastern Standard Time.

Currency Formats

When you enter dollar amounts in IPAC, you may enter up to 14 numbers, with two
of them following the decimal point. Do not enter characters other than numbers,
commas and/or the decimal point ($, ¢, etc.). Amounts entered are assumed to be
whole dollars unless you enter a decimal point. If you enter 500 (without a decimal
point), the amount will be recorded as $500.00, not $5.00. After the amount entered
is submitted to the server, formatting, to include decimals and commas, will be
automatic.

Telephone Number Formats

Since the IPAC application is distributed world wide, there is no “mask” to
automatically format telephone numbers in IPAC. Numbers will be displayed exactly
as you entered them. Since all telephone numbers entered should include the area
code (and country code for foreign exchanges), it is recommended that you use
some formatting characters to make the telephone numbers easier to read. For
example, (202) 874-8270 or 202-874-8270.

Asterisks for Required Fields

Most data entry screens contain required fields. These fields MUST be completed
before the data on the current screen will be accepted. When entering an IPAC
transaction, required fields will be indicated with an asterisk on the screen at the end
of the field label.
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Help Screens

The IPAC System is supported by the Financial Management Service’'s (FMS’)
GOALS Customer Support Staff. You can select a “Help” button from most IPAC
screens to display the telephone number to reach this support group. This
information is provided in a new browser window, which behaves like any other
browser window on your system. The Help screen information may be printed
through your browser’s print facility. The “Back” button on this window will be
dimmed and inoperable since this is a new window with no history. Selecting the
help button again or selecting another “Help” button, will open a new browser
window without closing the current help window. To avoid confusion and to save
your system’s memory, help windows should be closed when you have finished with
their information, either by using the “Return” button on the screen or by clicking on
the Windows close box. This Help screen is shown in Figure 1.3.

Helg
RHamm

There is na help screen myailable atthiz ime. For aszistonce, please contact the GOALS Custarmer Support Staff
on (202 AT4-E2 70

Fafien
Figure 1.3 Help Screen

Error Messages

An error message is generated by the IPAC System when an action taken is
improper or the data entered is not valid. The error messages state the nature of
the error made. Error messages display in a browser window, just as help
information does. The Error Message window is smaller, and it remains open
without being cleared until closed. This allows you to refer to the error message
while resolving the error; it also means that error messages will continue to
accumulate as the window is called for message display. Since this can be
confusing, it is advisable to close the Error Message window, using the Windows
"Close" button when you no longer need the information it provides. A sample Error

Message is shown in Figure 1.4.
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Disply Massaoes

e |

==z | Feruest Farenti”hild Felat onship Admin Processing Stetus

Figure 1.4 Sample Error Message

Whenever an error message is received from IPAC, the submission causing the error is
returned unprocessed.

Viewing and Printing Documents through IPAC

Common conventions are used throughout the IPAC application for printing documents
and reports. When you select a report to be generated, you will be forwarded to a report
printing screen where the data just entered will appear as a document and may be
printed. First, you will see a Report File Description and Footer Comments entry screen
referred to in this manual as the Report Request screen. Then the Report Statistics
screen displays, which has several output options as discussed below.

Report File Description / Footer Comments (Report Request)
Screen

When you select a report to be generated, the next screen to display is the Report
Request screen. The entry of a Report File Description and Footer Comments for the
report is available, as shown in Figure 1.5. The title of this screen will vary depending on
the location in IPAC, but the appearance and functionality of the screen will be
consistent.
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IPAC -Payment Collection
o] e | Fetum Ta IPAG Main benu | Help

Report File Ihiz is n smople payment for docunactstion. purpomss. |
Description: L

Footer Comments: |Th':: i= & sapple footer ooement enteced by the user,

k| Clear | Retum To IPAC Man Meny | Help

Figure 1.5 Report File Description / Footer Comments

Data Entry Fields

There are two data entry fields on this screen. It is not required to complete either field,
but it is highly recommended that the Report File Description field is completed.

Report File Description

This field is used to name and/or describe the report. It will be this name or description
that displays in the system when a report is later retrieved for viewing, printing or
deleting. The description that is assigned to the report should be as meaningful as
possible to help with later report identification. This description does not print on the
report itself.

Footer Comments

This field is printed on the bottom of each page of the document or report. Figure 1.6
shows a sample report with the location of the Footer Comments marked.
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Footer Comments

[CTE] Thes 5 0 5505 1€ TR0T1 dTer] eniered b (he st

Aaport Ragpuetid by: Jane A Das 1491 1_araPCrd

Figure 1.6 Report Footer Comments

Function Buttons

There are 4 standard function buttons on the Report Request screen:

“OK”

Accepts the information on the screen as the report description and report footer,
extracts the report contents from the database and displays the Report Statistics

screen shown in Figure 1.7.
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“Clear”
Resets the data entry fields to their values the last time the screen was displayed.

No data is submitted to the IPAC database.

“Return to IPAC Main Menu”
Returns to the IPAC Main Menu without saving any information entered.

13 HeIpH
Displays help information for this screen.

Report Statistics

Selecting “OK” from the Report File Description / Footer Comments screen will
display the Report Statistics screen shown in Figure 1.7. This screen displays the
number of pages the report or document will have and provides you with a drop-down
menu option of output formats.

Fepain Sisiios
o] PomroRsctn e | e

Humier of pages inreports 2
Oartpt Fammaat Jima =

] mronncmmm

Figure 1.7 Report Statistics

Report Output Menu Options

HTML (HyperText Markup Language)

The document format used on the World Wide Web. Choose this option to view the
report immediately. This is the default choice. The report is generated in HTML format
and displays in the IPAC Report Viewer.

PDF (Portable Document Format)
A file format, read with Adobe Acrobat™ Reader, for saving the report to be viewed or
printed on-line. The Acrobat reader must be available to view or print the report.

Function Buttons

13 O K ”
Displays the report in the specified format.

“Return to IPAC Main Menu”
Returns to the IPAC Main Menu without generating, saving or printing the report or

document.
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1] Help”
Displays help information for this screen.

Viewing HTML Format Documents and Reports

When a report is generated in HTML format for viewing on-line, the IPAC Report Viewer
is automatically called to display the report as shown in Figure 1.8.

i o] | o] _pagearese ||

Back To StebisticsSereens | Rebon To IPAC Mein Menu. |

IPAL TRARSOCTION

iigmating ALC CuwionarALE  Coranend Asforasce Hemban Summarny Amount FEVMENRT

Sl D S RO0S D2 00 kLl
dDade g Dain Mt o Detail®d Orginetor PO Spnbol

A AT I O B

ALL Cortadd Cartat Fhone

EELLEN L1 (RO EPEE T

Cartad Emai

flve, choe KB DR

Costad Membsr  Keesiasr Tresoun Scconrd Symbel Zaredsr Tisarury Scconnd Sambol Pacsis Depl Cods

AR m

Fushace Ouder Hanbat Ineaioe Rumbar

mE LIE)

Obdigating Demumard Humbsr HAeguition Hembar Coruk Humbar

EIte =1
ot o] bt pror]  Pageramess |

Back To Stalshics Scree | Ruaben To IPAC Main Manu l

Figure 1.8 IPAC Report Viewer

IPAC Report Viewer will display the document or report one page at a time with as much
of the page visible as your browser will allow. To see the rest of the page use the scroll
bars. If you attempt to print this report through your browser, only the page currently
being viewed will be printed.

Report Viewer Function Buttons

The Report Viewer also has standard function buttons, shown in Figure 1.8, which
appear at both the top and the bottom of the screen.

“First”
Moves you to the top of the first page (page 1) of the document.
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1] Last”
Moves you to the end of the last page of the document.

“Next”
Moves you to the next page in the document unless you are already on the last

page.

“Prior”
Moves you back one page in the document unless you are already on the first page.

“Page Number”
Moves you to the page number entered in the Page Number field. If the field is left
blank, clicking “Page Number” will move to the first page of the report. If the field is
set to a page number greater than the number of pages in the report, clicking “Page
Number” will move to the last page of the report. The presence of a page number in
the field does not affect the operation of the “First”, “Last”, “Next” or “Prior” buttons.

“Back to Statistics Screen”
Returns you to the Report Statistics screen, discussed earlier in this section,
where you can choose to display or print the report in another format.

“Return to IPAC Main Menu”
Returns you to the IPAC Main Menu. In a future release of IPAC, the report will be
saved for later viewing through the Retrieve Report Function.

Viewing, Saving and Printing PDF Format Documents
and Reports

If your system is equipped with Adobe Acrobat®, then a better choice for viewing or
printing the report may be the PDF (Portable Document Format) format. PDF, read with

an Acrobat reader, allows documents to be displayed and printed in different operating
systems while retaining its formatting properties and appearance. There are Acrobat
readers available for DOS, Windows, UNIX and Mac platforms.

If you choose PDF as your file output format and see an error message similar to the
one in Figure 1.9, then either Acrobat is not installed on your system, or your browser is
not configured to use it.
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Figure 1.9 Acrobat Error Message

If your browser is configured to use Acrobat, the next screen you see should be similar
to Figure 1.10. This is a warning that some files downloaded from the Internet can be
dangerous. It also asks if you would like to open the file or save it to disk.

Warning: There is a possible security hazard here.

f E; Dpening:
\\'9) [PAC using AcroBd3Z exe.

When vay download a file from Hhe network, vourshould be
aiiare of zecurity congiderations.

Do NOT remove the

check from this box or & file that containg: malicious programming instructions

you will not be able to could damage or otherwize compromise the contents of
save files through yourcomputer,

Adobe Acrobat Reader

“ou should only wuse files obtained from zites that pou thast,

W'hat do s want o do with iz file?

V¥ Alwaps ask before opening this type-of file

B I Cancel

Figure 1.10 File Download Warning

Since this report is coming from IPAC, a secure system, you can trust the source of the
report. On this screen you must also decide if you want to open the report for viewing
and printing, or if you want to save it to disk. Do NOT remove the check mark from the
“Always ask before opening this type of file” box or you will not be able to save (or,
conversely, view) files in PDF format.
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If the check mark in the "Always ask..." box has been removed, this screen does not
display and the report will be saved immediately ("Save As ..." dialog box will display), or
displayed immediately in Acrobat. To correct this situation, see Appendix D.

Viewing and Printing a Report with Adobe Acrobat Reader

To Open the PDF file, Acrobat will automatically be opened to display it. Figure 1.11
illustrates Acrobat’s view of an IPAC report.
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Acrobat is an easy program to use, and the buttons on its toolbar function as expected.
For further assistance in the use of Acrobat, click Help while in the program, then
Reader Online Guide, then Viewing PDF Documents for further information.

The report can also be printed from within the Acrobat Reader. Click the File option of
the Acrobat menu bar to get the menu shown in Figure 1.12.
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Figure 1.12 Acrobat File Menu

Choosing the Print option from this menu will display the menu shown in Figure 1.13
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Figure 1.13 Acrobat Print Menu

From here you can print the entire report, the current page of the report or a range of
pages to your default printer. If you put a check in the “Print to File” box on this menu
screen, the report will be saved to a file that can be interpreted by your printer, but will
not be readily viewable by you. To save the file to a disk, choose the “Save it to disk”

option on the previous menu. (See Figure 1.10 and read below.)

Saving a Report with Acrobat

If you choose Save it to disk from the earlier menu shown in Figure 1.10, you will see a
standard Windows “Save As...” Dialogue Box (see Figure 1.14). This allows you to
name the output file, choose the location for the file and specify the type of file to save.
The location and name you choose for the file will depend on your computer’s
configuration and your agency’s procedures. Do NOT remove the check mark from the
“Always ask before opening this type of file” box or you will not be able to save files
through the Acrobat Reader. Once the file is saved, you will be returned to the Report
Statistics screen where you can display the report in another format or return to the

IPAC Main Menu.
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Accessing the System

Introduction

IPAC is an Internet application that can be accessed using a secured web site address.
The on-line version of the manual does not list the secured web site address. For more
information contact the GOALS Customer Support Staff on (202) 874-8270.

Security Logon

When you first open the IPAC System in your browser, you will be presented with a
Logon Screen similar to the one in Figure 1.15. The actual appearance of this window
may vary with the browser you are using to access the IPAC System, but the data entry
boxes will remain the same. You must enter your User Name (Logon ID) and Password
to be allowed through the security layer and into the IPAC web site.
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When you are authorized as a user of IPAC, you will be assigned a Logon ID and a one-
time-use only password. Your Logon ID will tell IPAC about your authorization to access
various functions within the program. It will also tell IPAC the ALCs for which you are
authorized to do business. The first time you log onto the IPAC System you will be
required to change your password. IPAC is a secure system and has specific
requirement for passwords.

Passwords

Passwords must contain:
1. A minimum of 8 characters
2. At least 2 alphabetic characters
3. At least 3 non-alphabetic (numeric and special) characters
4. At least 5 unique (different) characters
5. A maximum of 2 sequentially repeating characters

An example of a valid IPAC password is “test123$”
Passwords are aged and expire automatically every 30 days.

The user will receive warnings that the password is about to expire for the last 5 days
of the password life.

Passwords will be disabled after 3 unsuccessful attempts.
The system will not let a user reuse any of the last 5 passwords

The same password cannot be reused within 120 days.

“Must See” System Messages

IPAC and its component programs contain facilities for presenting messages to the
entire system or to specified ALCs. The “Must See” messages are transmitted system-
wide to all users of the IPAC System, and may contain general IPAC instructions,
training announcements, new reporting requirements or other administrative information.
When you first log onto the IPAC System web site, if there is a current “Must See”
message, you will be presented with a message screen similar to the one in Figure 1.16
though the actual appearance of the message window will depend on the browser you
use. Once you have read and noted the message, you may close that window.
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Figure 1.16 System Messages

There is another messaging system for “Broadcast Messages”. These messages are

distributed to either groups of ALCs or an individual ALC. These messages are viewed
through a button on the IPAC Main Menu and will be discussed later in this manual.

IPAC System Main Menu

Once you have completed the Logon Screen and closed any system messages that
display, you will see the IPAC System Main Menu screen shown in Figure 1.17.
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Figure 1.17 IPAC System Main Menu Screen

Security Warning

This screen contains a Federal Government Security Warning. The IPAC System is
restricted to authorized users. Use of the system constitutes the granting of permission
for the user’s actions to be monitored and recorded. Any evidence of criminal activity
uncovered through such monitoring will be provided to law enforcement officials.

Cookie Policy

The screen also displays the IPAC System cookie policy. To access the IPAC System
programs, cookies MUST be enabled. Appendix E contains information regarding

cookies and proper browser settings to accept cookies for both Netscape®
Communicator 4.75 and Microsoft® Internet Explorer 5.

IPAC Main Menu

To enter the IPAC application from the IPAC System main menu, click on the “IPAC”
button in the top left area of the screen. This will bring up the screen shown in Figure
1.18, the IPAC Main Menu.
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Figure 1.18 IPAC Main Menu Screen

The IPAC Main Menu is your primary interface with the IPAC program. The entire

screen shown in Figure 1.18 may not be visible when it first displays through your
browser. If it is not, the lower portions of the screen can be viewed by using the scroll
bars in your browser window or by maximizing the browser window.

ALC
The first field on this screen is the Agency Location Code (ALC). This is the ALC of
your agency or of the agency for which you are doing business. Your Logon ID will

determine the ALC(s) for which you are authorized to do business within IPAC.

If you are only authorized to act on behalf of one ALC, that ALC will display in the ALC
data entry box.

If you are authorized to do business for multiple ALCs, those ALCs will display in a
drop-down list box for the ALC.

If you are authorized to do business for more than 25 ALCs, the ALC field will display
as a blank data entry box.
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Option Buttons

Sections 1 through 17 of this manual discuss the functions made available by the
buttons on the IPAC Main Menu Screen as follows:

© 00 NOoO O P> WDNPR

P PR, R R R R
~No oo WN PO

Payment and Collection

Adjustment

Zero Dollar

Incomplete Transactions

Reports

Retrieve Report/Data Files

Report Retention Management

Request Parent/Child Relationship
Parent/Child Relationship Information
Request Special Requirements

Agency Special Requirement Request Status
Agency Billable Request

Agency Billable Status

Agency Request for EDI Trading Partner Profile
Update Agency Information

Display Messages

Admin Processing Status
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Section 1 Payment and
Collection

The procedures, data entry fields and function buttons are similar for Payments and
Collections. The major difference between the two procedures is that payments are
disbursements of funds from one agency to another while collections are collections of
funds from one agency to another. To process a payment or collection through IPAC,
log on to the IPAC System and choose the IPAC option from the IPAC System Main
Menu as explained in the Introduction. The IPAC Main Menu is shown in Figure 1.1.

The entire screen shown may not be visible when it first displays through your browser.
If it is not, the lower portions of the screen can be viewed by using the scroll bars in your
browser window or by maximizing the browser window.

Click here or here
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IPAC ADMIN alLc Jeoigphoz Cugtemer AL [20LA0005
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==» |Reqguest Farent/Child Relaborship == Admin Processing Stalus
Figure 1.1 IPAC Main Menu

The first field on this screen is the Agency Location Code (ALC). This is the ALC of
your agency or of the agency for which you are doing business. Your Logon ID will
determine the ALC(s) for which you are authorized to do business within IPAC.

If you are only authorized to act on behalf of one ALC, that ALC will display in the ALC
data entry box.

If you are authorized to do business for multiple ALCs, those ALCs will display in a
drop-down list box for the ALC.
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If you are authorized to do business for more than 25 ALCs, the ALC field will display
as a blank data entry box.

The ALC field is required and you must accept the ALC shown as a default, choose an
ALC from the drop-down menu or enter an ALC in this field.

Customer ALC

You must also enter an ALC in the Customer ALC field. This will be the ALC for the
agency who is to receive the payment or from whom the collection is to be made. It
must be different from the originating ALC. If either ALC fields are not completed, you
will see the error message shown in Figure 1.2

% -rrors - Netscape - | = iﬁf
Invalid ALC

Figure 1.2 Invalid ALC Error Message

Accessing the Payment or Collection Entry Screens

Once both ALC fields have been completed, click “Payment” to begin Payment entry or
“Collection” to begin Collection entry. The Payment Entry screen, shown in Figure 1.3,
or the Collection Entry screen will display. Since the fields and function buttons are the
same for payments and collections, payments will be discussed in this chapter but the
same processes can be used for making collections.

The Payment Entry and Collection Entry screens are divided into four sections:
sections: Title Bar, Header, Detail Information and Function Buttons.
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Figure 1.3 Payment Entry

Title Bar

The title bar contains the name of the function in which you are currently working (here it

shows “Payment Entry”).

Header

The Header section contains the Originating ALC, which is the ALC of the agency

making the payment. This is the ALC entered, or selected, in the ALC field on the IPAC
Main Menu. It also contains the Customer ALC, which is the ALC you entered on the

IPAC Main Menu for the agency receiving

The ALC Contact listed is the name of the person associated with the Logon ID used to

this payment.

access the IPAC System. The Contact Phone and Contact Email shown are the

telephone number and e-mail address associated with the Logon ID.

The Summary Amount shown is the sum of all the Detail Amounts which have been

entered for this transaction (initially $0.00).
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The Number of Detalils is the number of detail lines (line items), which have been
entered for this transaction (initially 0).

None of the fields in the Header section of this screen can be directly entered or
changed by you.

Detail Information

The largest portion of the Payment Entry and Collection Entry screens is the Detall
entry area. Each detail (line item) of the payment or collection will be entered until all of
the detail items have been completed and the payment or collection data is submitted.
Each complete detail item entered is stored temporarily, but it is not entered into the
IPAC database until the entire transaction is submitted by clicking “Finished”.
Transactions which have not been completed by clicking “Finished” will be retained as
Incomplete Transactions (see Section 4) until they have expired from the system.

Some of the fields on this screen are required, meaning that the line of detail cannot be
processed until these fields contain data. These required fields are indicated on the
screen with an asterisk (*). Required fields may vary depending on the Special
Requirements set up by the Customer ALC.

IPAC validates that the Sender Treasury Account Symbol, Receiver Department Code
and Unit of Issue required fields contain valid data. IPAC simply ensures that the
remaining required fields contain data, but does not check their validity.

The Detail Amount is not calculated by the application. You must calculate and enter the
detail amount as the Unit Price times the Quantity. IPAC will not let you submit a line
item until the Detail amount is calculated correctly.

If you have questions about the meanings of the terms or acronyms for the data entry
fields, see Appendix | — Glossary of Terms and Acronyms.

Function Buttons

The last section of the Payment Entry and Collection Entry screens contain the
function buttons. For user convenience, this area appears at both the top and bottom of
the screen. Either set of buttons may be used. Figure 1.4 shows the buttons available
on the Payment Entry screen.

Froted | Noleisl | SevdorSllAcmuts | Rerewlwisdl | RelemToFACHsnbeny | dhw| Hoe|  SwckiRegmmns
Figure 1.4 Payment Entry Screen Buttons

Document Date: May 07, 2001 1.4



IPAC Version 1.0 User Manual
Section 1 Payment and Collection

Data Verification

Many of the function buttons on the Payment Entry and Collection Entry screens
perform data verification before they will allow you to proceed. The data you have
entered on this form is checked for validity. If a required field is blank or an error is
detected, an error message will display and the cursor will be placed in the entry field
where the error occurred. The only buttons which do NOT require valid entries in the
required fields (indicated by asterisks) are “Return to IPAC Main Menu”, “Special
Requirements”, “Clear” and “Help”.

“Finished”
Finalizes the transaction, submitting the Header information and all entered lines of
Detail information for processing as a completed payment or collection. If no error
is detected, a confirmation screen, similar to the one in Figure 1.9, will display.

“More Detail”
Stores the information for the current line of detail. If no error is detected, the detail
information will be saved and the Summary Amount and the Number of Details
fields in the Header Section will be updated to reflect the amounts entered for this
line item. The data entry boxes in the Detail Section of the Payment Entry and
Collection Entry screens will be returned blank to allow further data entry. No
information is permanently committed to the database at this point. The information
is not processed by IPAC until the “Finished” button is clicked to submit the entire
transaction.

“Sender SGL Accounts”
Standard General Ledger (SGL) accounts are assigned at the detail, or line item,
level of a transaction. This function provides a way to allocate detail amounts to
specific Standard General Ledger Accounts. Click this button to access the SGL
Entry screen, shown in Figure 1.5.

SGL Payment:
ok | cear | cancel | Reum ToPan mariiens | el
[abit Cradt
SGL SEL
Acooum Amount Account Amournt
[1010 [15.00 1610 750
J1eid #. 50
[ [ | |
[ I [ r
ok | claar | cancel | Retum To IPAC Mak Many | Halp

Figure 1.5 SGL Payment Entry Screen
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You may allocate a detail amount to one SGL debit and one SGL credit account, or you
may break the amount into as many as four debit and four credit accounts. The sum
total of the debits must equal the sum total of the credits before this information can be

stored and the screen closed. The numbers entered in the SGL Account data entry
boxes must be valid SGL accounts.

The SGL Payment screen has several function buttons:

“* OKH
Accepts the entries you have made and returns you to the Detail Entry screen.

“Clear”
All data entry fields are reset to their values the last time the screen was
displayed. No data is submitted to the IPAC database.

“Cancel”
Returns you to the Detail Entry screen without saving any information you have
entered.

“Return to IPAC Main Menu”
Returns you to the IPAC Main Menu screen without saving any information
entered.

“Help”
Displays help information for this screen.

Function Buttons (cont.)

“Review Detail”
Review all of the details (line items), which have been entered for this transaction.
If no error is detected, a new browser window will be opened and a scrollable menu,
similar to that shown in Figure 1.6, will display with the detail (line items) for the
current transaction. Highlight the applicable detail and click the “Review
Transaction” button to bring up all the elements of the detail line. The Payment
Review or Collection Review window will close and the highlighted transaction will
be brought up on the Payment Entry or Collection Entry screen for editing.

W
mevm Teactin | meumToirscwmantera | ben
{#1 - At 1300 - Dmse: This iz sn axampls ol 3 pamerd harsscion |
B et 1600 - L. =t TH iz 80 aanpls oF A paymad trrea ohion.
82 O 4500 - D2 This Eeeraprpds o 16 O deded o 5 g o ik trans soiion <—|
|
Pevew Tonsacton | RemimTolbscwinver | Hew Drop-down menu containing all lines of]

detail entered for this payment.

Figure 1.6 Payment Review Screen
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“Special Requirements”
In addition to the standard IPAC required fields, an ALC can make additional data
fields required, thus ensuring its trading partners supply the specific information
needed for its accounting practices. All required data entry fields will be indicated
with an asterisk, including those fields made required by an Agency Special
Requirement. If the transaction you are entering involves an agency with Special
Requirements, you may review the ALC’s description of, or justification for, the
Special Requirement field(s) by clicking the Special Requirements button as shown
in Figure 1.7.

IPAC Payment Special Requirements

Return to Previous Screen Return To IPAC Main kenu | Help |

Data Element Drescription

Contract Nutnber FProwvde the Interagency Aoreement Mumber m the Contract Humber field.
Return to Frevious Screen | Return To IPAC Main kenu | Help_l

Figure 1.7 Special Requirements Screen

“Return to IPAC Main Menu”
You will be returned to the IPAC Main Menu. Data entered on the current screen
will not be saved to the IPAC database. Partial transactions may be stored

temporarily for later completion through the “Incomplete Transaction” option on the
IPAC Main Menu.

“Clear”
All data entry fields are reset to their values the last time the screen was displayed.
No data is submitted to the IPAC database.

1] Helpﬂ
Displays help information for this screen.

Once the first line of detail has been entered and the “More Detail” button is selected,
another function button (“Cancel Detail”) will display on all additional lines of detail, as
shown in Figure 1.8.

IPAC - Paymant Estry

rrered | Worenetn | senderoolacoowts | menewns | ot T2 A Wl e | e E SpacisiMegreneris | Cicel Cetsd |

Figure 1.8 Payment Entry Function Buttons with “Cancel Detail”

“Cancel Detail”

Reverses the request for a new detail entry screen. The previous line of detail is
displayed on the screen for editing.
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IPAC - Payment Confirmation

ﬂ! Prirrt! Helpi
Originating ALC: 20120002 Customer ALC: 20120005 Document Ref. Mo, 02300013
Accomplished Date:  2001-04-24 Summary Amount:  60.00 Humber of Details: 1
Time: 11:00:13
ﬂ] PrirrtI Helpi

Figure 1.9 Payment Confirmation Screen

Confirmation Screen Fields

The payment and collection confirmation screens are identical. The screens contain
the following fields:

Originating ALC
The agency making the payment or collection.

Customer ALC
The agency being paid or collecting from the Originating ALC.

Document Ref. No.
The reference number generated by IPAC for the transaction.

Accomplished Date
The date a transaction was processed by IPAC.

Summary Amount
The total amount of the transaction (a sum of Detail Amounts).

Number of Details
The number of line items that were entered for this transaction.

Time
The time a transaction was processed by IPAC. Displayed in military time.

These fields are for display only. You cannot change the information in any of these
fields from this screen.
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Confirmation Screen Buttons

This screen contains the following buttons:

“OK"

Confirms that you have viewed the information displayed. You will be returned
IPAC Main Menu.

“Print”
Prints the transaction just entered. You will receive the Report Request
screen described in the Introduction.

13 Hel pH
Displays help information for this screen.

The data entry screens, fields, function buttons and procedures for collections are
similar to those for payments. The major difference between the two procedures is
that payments are disbursements of funds from one agency to another while
collections are collections of funds from one agency to another.
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Section 2 Adjustment

IMPORTANT

Adjustments can only be made to payments or collections received by your
ALC. You cannot make an adjustment to a transaction that was originated by
your ALC.

More than one adjustment can be made to a single payment or collection
transaction, as long as the sum of each of the detail line item adjustments
does not exceed the total of the original line item amount.

Adjustments can only be processed against payments or collections that are
90 days old or less.

To process an Adjustment to an IPAC payment or collection transaction, you must have
the Document Reference Number and Disbursing Office (DO) Symbol that was
assigned to the original transaction at the time the transaction was processed. This
combination of numbers uniquely identifies the document within the IPAC System.

Entering an Adjustment through IPAC begins with the same steps as entering a
Payment or Collection. Log on to the IPAC System and choose the IPAC option from
the IPAC System Main Menu as explained in the Introduction. The IPAC Main Menu is
shown in Figure 2.1.

FIALE
e Intra-governmental Fayment and Collection System
IDAC ADMIN ALC [20180002 i Cugemar ALC (20180005
Click here %
RITE | = |Payman === ParartiChild Relsiorship Infomation
RITE ADMIN ] — |-::.:.|| 40N ==>| Reguest Specal Requiremenis
TRACS | =T Adhisment == Adency Specld Regiirement Request SEus
TRACE ACMIN | == |zew Doter === | Bgeorey Bilable Request
PASEWCORD | ity |In-:-;rn|:uleta Transactions ==%| Agency Bilable tafs
Riepors
= == —ry T
3 |-':'-38=l(-.' Srcial Hanuremants j A Agancy Requast for ECE Trad ng Parner Profila
==} |Relieve ReportTata Files =7 | Update Agercy Informaton
== |Report Retartion Management ==2| Displayhessagas
==2 |Request Farent'Child Relatorship == | Admin Frocessing Status

Figure 2.1 IPAC Main Menu
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ALC

The first field on this screen is the Agency Location Code (ALC). This is the ALC of
your agency or of the agency for which you are doing business. Your Logon ID will
determine the ALC(s) for which you are authorized to do business within IPAC.

If you are only authorized to act on behalf of one ALC, that ALC will display in the ALC
data entry box.

If you are authorized to do business for multiple ALCs, those ALCs will display in a
drop-down list box for the ALC.

If you are authorized to do business for more than 25 ALCs, the ALC field will display
as a blank data entry box.

The ALC field is required and you must accept the ALC shown as a default, choose an
ALC from the drop-down menu or enter an ALC in this field.

Customer ALC

You must also enter an ALC in the Customer ALC field. This should be the ALC that

made the original payment or collection that you wish to adjust and it must be different
from the ALC.

Retrieving an IPAC Transaction for Adjustment

Once both ALC fields have been completed, click “Adjustment” (as shown in Figure 2.1)
to accept your entries and begin an Adjustment transaction. The Payment/Collection
Transaction Locator screen, shown in Figure 2.2, will display.

IPAC - PaymentiCallaction Transaction Lacatar
k| cisar | Rebe ToiPAD Man e | Hek

Entar the information from the original transaction:

Originsting AL |r01amace Customer AL 201 S005

Diecument Raference Mumbar: [ozao0a0s

Oirlcanatar T Symb; |zooza

CI_FI Claar | Fatum To IPAL Man Meru | Halp

Figure 2.2 Payment/Collection Transaction Locator
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The Payment/Collection Transaction Locator screen displays information relative to
the original transaction that you are adjusting. Since you can only make an adjustment
to a transaction originated by another ALC, the ALC and Customer ALC are populated
on this screen as the Customer ALC and Originating ALC respectively. You can, at this
point, change the number of the Originating ALC if you want to work with a transaction
made by a different agency. In the Document Reference Number field, you must enter
the Document Reference Number which was assigned to the original payment or
collection. In the Originator DO Symbol field, you must enter the DO Symbol for the ALC
which originated the transaction you are adjusting.

The behavior of the standard Function Buttons is explained in the Introduction and

illustrated in Section 1 - Payment and Collection. Click “OK” to accept the information on
the screen and request retrieval of that transaction.

If the transaction you have requested cannot be found, you will receive an error
message similar to the one in Figure 2.3. Close the error message window and verify
the document information, including the Originating and Customer ALCs, the Document
Reference Number and DO Symbol.

2 Errors - Nelscapi EE=E E2

Specified Transaction Mot Found.

Figure 2.3 Transaction Not Found Error Message
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If the transaction you have requested is located, a screen similar to Figure 2.4 will

display.
< sitoNaction Distall $xlecalin
Erkcted Dedal | Raview Adjustment Diatai | Reborn To IPAL fain Kenu J Help |
infarmation from the Original Transaction: _ : o
Crignating AL 201B0002 Cocument Reference Mumber; 012300005
Surmenany At 60.00 mumber of Detals. 3

Transachon Type P

#1 - i 15.00 - Deee This |s an example of a payment tanzact B
- Al 4500 - Deed: This le an exarnple of the 2nd dats] of

=

Sekected Dedai Raview Adjustmen Detai | Ratrn To IPAC Iain blenu

| b

Details
(line items)

Function
} Buttons

\

Detail
Information

Function
Buttons

Figure 2.4 Payment/Collection Detail Selection

As with the Payment and Collection entry screens, this screen is divided into four
sections: Title Bar, Header, Detail Information and Function Buttons.

Title Bar

The title bar contains the name of the function in which you are currently working (here it

shows “Payment/Collection Detail Selection”).

Header

This section contains the Originating ALC, the Document Reference Number, the

Summary Amount, the Number of Details, and the Transaction Type (“P”ayment or

“Collection). You cannot change the information in the header section of the screen.

Detail Information

Adjustments are made to individual details within a transaction rather than to the
transaction as a whole. All details (or line items) for the original payment or collection
will appear in a scrolling window in the center of your screen. The visible items include
the Detail Number, the Amount, and the beginning of the Description that was entered
for this detail. Highlight the item(s) to be adjusted by using the control key.
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Payment/Collection Detail Section Function Buttons
This screen also has specialized function buttons.

“Selected Detail”
To enter an adjustment, highlight the item to be adjusted, and click “Selected
Detail”. An Adjustment Entry screen will display which is similar to the screen
used to enter Payment and Collection transactions shown in Figure 2.6. The entire
screen may not be visible when it first displays in your browser, but it can be viewed
using the scroll bars on your browser window.

“Review Adjustment Detail”
To review the adjustments that have been entered, click "Review Adjustment
Detail.” The Adjustment Review Detail screen shown in Figure 2.5, will display the
adjustments which have already been made to the transaction. From that screen
you can return to the Adjustment Entry screen, the IPAC Main Menu, or you can
display the help screen for this page.

IPAC - Adpustrmant Feview Dezail

Redum ] Ratum To PAL Main Many | Hedp
AC 201RIME Darument Reference Mumber. 02200005
Arrawrt 1000 Mumber of Line lerms. 1

Ratur | R To PAG Main Many | Hein

Figure 2.5 Adjustment Review Detail

“Return To IPAC Main Menu”
Returns to the IPAC Main Menu without entering any further adjustments. No
information currently on the screen will be saved.

13 HeIpH
Displays help information for this screen.
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Return To IPAG Main benu | Hel
Crignating Murmber of Surmmary
A A 1005 Customer AL 20030002 Dotais: 1 Al 0.0
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Lira Mumber: K
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Clasefication Code: Eetd £t ! Code:
f Cortact
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= |
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Haturn To [PAC Man Manu | Help

Header

This section displays the Originating and Customer ALCs, ALC Contact name, telephone
number and email address associated with the Logon ID used to access the IPAC
System, the Original Document Reference Number, Original Accomplished Date and

Figure 2.6  Adjustment Entry

Detail
Section

Function
Buttons

Original Accounting Date (see Appendix | — Glossary of Terms and Acronyms). It will

show a Summary Amount, initially set to $0.00 and Number of Details. The Summary

Amount and Number of Details refer, not to the original transaction, but to the

adjustment being made. These two fields will be automatically updated as adjustment

details are entered for this transaction. None of these fields can be edited.
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Detail Information

This section displays the detail information for the detail item being adjusted. See
Section 1 — Payment and Collection or Appendix | — Glossary of Terms and
Acronyms for further information on these fields. Most of these fields display
information from the original transaction detail and cannot be updated.

The following fields do not contain information from the original transaction and can be
updated:

Detail Amount
This is the amount of your adjustment to the detail line of this payment or collection.
It represents the net change to the originally processed amount, NOT a replacement
amount, for the detail item. Adjustments can only reduce the original amount. This
is NOT calculated from the Quantity and Unit Price fields. This field is required and
must be greater than zero, but less than or equal to the original detail line item
amount.

Transaction Description
This is your description of the adjustment being made to this detail item. This in not
a required field, but it is recommended that you provide the reason for the
adjustment.

When you have entered the adjustment detail amount and description, you have a
choice of several function buttons in the next section of the screen.

Adjustment Entry Function Buttons

Data Verification

Most of the function buttons on the Adjustment Entry screen perform data verification
before they will allow you to proceed. The data you have entered on this form is
checked for validity. The only required field on the Adjustment Entry screen is the
Detail Amount. If it is left blank, or an error is detected, an error message will display
and the cursor will be placed in the entry field where the error occurred. The only
buttons which do NOT require valid entries in the required field are “Clear”, “Return to
IPAC Main Menu” and “Help”.

“Finished”
This button finalizes the adjustment, submitting the Header information and all
entered lines of Detail adjustment information for processing. If a required field is
blank or an error is detected, an error message will display and the cursor will be
placed in the entry field where the error occurred. If no error is detected, a
Adjustment Confirmation Screen, similar to the one in Figure 2.7, will display.
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“Previous Detail” or “Next Detail”
These buttons will display as appropriate to allow you to move from one detail item
of a transaction to another.

“Sender SGL Account”
This button provides a way to allocate the detail amount of the Adjustment into
Standard General Ledger (SGL) Accounts. It is covered in detail in Section 1 —
Payment and Collection.

“Review Detail”
This button is selected when you have finished entering the information for the
current line of detail. If no error is detected, the detail information will be saved to
temporary storage and the Summary Amount and the Number of Details fields in
the Header Section will be updated to reflect the amounts you have entered for this
line item. You will be returned to the Adjustment Review Detail screen shown in
Figure 2.5. No information is permanently committed to the database at this point.
The information is not committed to the IPAC database until the “Finished” button is
clicked to submit the entire adjustment.

“Clear”
All data entry fields are reset to their values the last time the screen was displayed.
No data is submitted to the IPAC database.

“Return to Selection List”

No data on the current screen will be saved. You will be returned to the
Payment/Collection Detail Selection screen shown in Figure 2.4.

“Return to IPAC Main Menu”
No data entered on the current screen will be saved to the IPAC database. Partial
transactions may be stored temporarily for later completion through the “Incomplete
Transaction” option on the IPAC Main Menu. You will be returned to the IPAC

Main Menu.

“Help”
Displays help information for this screen.
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IPAC « Adjustment Carfirmation

OK] Pive] ela]
Orgirating ALC: 20180006 Custormeral T 20180002 woucher Mo 82100001
Accomphshed Data: - 2001-04-19 Sunmany Amourt 1500 tarnber of Details: 2
Tirre: 1001:34
-.‘uq] F"rrll Halp

Figure 2.7 Adjustment Confirmation

Adjustment Confirmation Screen Fields

Originating ALC
The agency sending the adjustment.

Customer ALC
The agency receiving the adjustment.

Voucher Number
The document number generated by IPAC for the adjustment transaction. This is
similar to the Document Reference Number in Payments and Collections and the
Trace Number in Zero Dollar.

Accomplished Date
The date a transaction was processed by IPAC.

Summary Amount
The total amount of the adjustment.

Number of Details
The number of line items entered for the adjustment.

Time
The time the adjustment was processed by IPAC. Displayed in military time.

These fields are for display only. You cannot change the information in any of these
fields.

Adjustment Confirmation Screen Buttons
1] OK”

Confirms that you have viewed the information displayed and returns you to the
IPAC Main Menu.
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“Print”
Prints the transaction just entered. You will receive the Report Request screen as
described in the Introduction.

“Help”
Displays help information for this screen.
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Section 3 Zero Dollar

Zero Dollar transactions are new in IPAC. They are used to provide SGL account
information to your trading partner, correct information sent in an earlier transaction or
convey additional information. They are not used to transfer funds.

Accessing the Zero Dollar Function

Entering a Zero Dollar transaction through IPAC is very similar to processing a payment
or collection transaction. Log on to the IPAC System and choose the IPAC option from
the IPAC System Main Menu as explained in the Introduction. The IPAC Main Menu is
shown in Figure 3.1.

GOALE
I1DAD Intra-governmental Fayment and Collection System
IEAC ATMIN ALC [|2Di@D002 Custemer ALC [20La0005
RITE | [==|Paymean . === | ParargChild Relsiorship Iformaticn
Click here
RITE ADMIN ] — |Cc,lle-:t|-:|n == | Reguest Spacal Requiremanis
TRACH | = | Arlusimess == | AQency Specld Requirement Request StaEs
TRACS ADMIN | == o Dolar =21 AQancy EBilable Requast
PASEWORD | e |Inccrn|:-leta Trarsactions == | Apgency Eilable Stals
Rrepors
= e e
| e " 7 > Agensy Requast for ECA Trad ng Parner Profila
==3 |Relrieve ReporTata Files ==>| Update Agency Informaticn
==> |Report Retartion Managament ==%1 DCisplayMessagas
==2 |Request Farent!Child Relaiorship == | Admin Frocessing Status
Figure 3.1 IPAC Main Menu

The first field on this screen is the Agency Location Code (ALC). This is the ALC of
your agency or of the agency for which you are doing business. Your Logon ID will
determine the ALC(s) for which you are authorized to do business within IPAC.

If you are only authorized to act on behalf of one ALC, that ALC will display in the ALC
data entry box.
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If you are authorized to do business for multiple ALCs, those ALCs will display in a
drop-down list box for the ALC.

If you are authorized to do business for more than 25 ALCs, the ALC field will display
as a blank data entry box.

The ALC field is required and you must accept the ALC shown as a default, choose an
ALC from the drop-down menu or enter an ALC in this field.

Customer ALC

You must also enter an ALC in the Customer ALC field. This will be the ALC who is to
receive the transaction and it must be different from the originating ALC. This field is
required.

Zero Dollar Entry Screen

After completing both ALC fields, click on "Zero Dollar” as shown in Figure 3.1. The
Zero Dollar Entry screen will display as shown in Figure 3.2. Like the Payment and

Collection Entry screens, discussed in Section 1, this screen is divided into four sections:
Title Bar, Header, Detail Information and Function Buttons.
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Title Bar
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Buttons
Figure 3.2 Zero Dollar Entry Screen
Title Bar

The title bar contains the name of the function in which you are currently working (here it
shows “Zero Dollar Entry”).

Header

The Header section of the Zero Dollar Entry screen contains the Originating ALC,
which is the ALC of the agency generating the transaction. This is the ALC that you
entered, or selected, in the ALC field on the IPAC Main Menu. It also contains the
Customer ALC, which is the Customer ALC you entered on the IPAC Main Menu for the
agency receiving this transaction.

The ALC Contact listed is the name of the person associated with the Logon ID used to
access the IPAC System. The Contact Phone and Contact Email are the telephone
number and e-mail address associated with the Logon ID as well.
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The Summary Amount shown is the sum of all the Detail Amounts that have been
entered for this transaction. Since Zero Dollar transactions are used for informational
purposes only and not to transfer funds, this amount will always be $0.00. The Number
of Details is the number of detail lines (line items), which have been entered for this
transaction. Since you cannot enter multiple lines of detail for a Zero Dollar transaction,
this field will always be 0 or 1.

None of the fields in the Header area of this screen can be entered or changed.

Detail Information

The Detail Information section contains data entry fields, none of which are required for
a Zero Dollar Transaction, though a description is recommended for reference.

Many of the terms and acronyms in this section are explained in the Glossary of Terms
and Acronyms.

Although the Detail Information section contains no required fields, if you choose to enter
a Sender Treasury Account Symbol, Receiver Department Code or Unit of Issue, IPAC
will verify that they contain valid data.

The Cross Reference Document Reference Number is a field where you may enter the
document reference number from the original transaction that is being updated or
corrected by this Zero Dollar transaction.

Since Zero Dollar transactions are used to transmit information and not to transfer
money, the Detail Amount is set to $0.00 and cannot be changed.

Function Buttons

The Function Buttons appear at both the top and the bottom of the screen as explained
in the Introduction.

“Finished”
Processes the transaction you have entered in the IPAC database.

“Sender SGL Accounts”
Allows you to allocate the detail amount of a previous transaction detail between
SGL accounts. This option is explained in detail in Section 1 - Payment and
Collection.

“Return to IPAC Main Menu”

No data entered on the current screen will be saved to the IPAC database. You will
be returned to the IPAC Main Menu.
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“Clear”
All data entry fields are reset to their values the last time the screen was displayed.
No data is submitted to the IPAC database.

“Help”
Displays help information for this screen.

Explanations of the way the IPAC application reacts to these buttons and sample
screens of the results are also shown in Section 1 - Payment and Collection. When you
have clicked “Finished” to complete a transaction, a confirmation screen similar to Figure
3.3 will display.

IPAC -Zaro Dallar Confiemation

K] Prin] b
Cripgnating ALC: 20130002 Custamer ALC 0780005 Trace: Mo, 02300072
Accomplished Date  2001-04-18 Surmmary Amourk 000 Mumter of Detals 1

Tme 134616

ok] proi | Hein |
Figure 3.3  Zero Dollar Confirmation

Zero Dollar Confirmation Screen Fields

Originating ALC
The agency making the zero dollar transaction.

Customer ALC
The agency receiving the zero dollar transaction from the Originating ALC.

Trace Number
The document number generated by IPAC for the zero dollar transaction. This is
similar to the Document Reference Number in Payments and Collections and the
Voucher Number in Adjustments.

Accomplished Date
The date a transaction was processed by IPAC.

Summary Amount
The Summary Amount will always be $0.00 since Zero Dollar transactions are used
only to transmit information and not to transfer money.
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Number of Details
The number of line items entered for this transaction, which will always be 1.

Time
The time a transaction was processed by IPAC. Displayed in military time.

These fields are for display only. You cannot change the information in any of these
fields.

Zero Dollar Confirmation Screen Buttons

113 OK”
Confirms that you have viewed the information displayed. You will be returned to
the IPAC Main Menu.

“Print”
Prints the transaction just entered. You will receive the Report Request screen
described in the Introduction.

“Help”
Displays help information for this screen.
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Section 4 Incomplete
Transactions

If a Transaction was entered into IPAC but never submitted for processing by clicking
the “Finished” button, the transaction will be stored as an Incomplete Transaction. The
Incomplete Transactions function provides a means to complete and submit the pending
transaction for IPAC processing.

Accessing the Incomplete Transactions Function

To access the Incomplete Transactions function, log on to the IPAC System and choose
the IPAC option from the IPAC System Main Menu as explained in the Introduction.
The IPAC Main Menu is shown in Figure 4.1.

GOALS
Ipar i Intra-govermmental Fayment and Collection System
LEAC ADMIN ! aLc poisponz Customer ALC |
RITS I == |Fen,lme- Click here ==.‘?| FParentiChild Felat onshi p Information
RITE ADMIN l = |C‘u:-lleu:hu:-n ==% | Request Speca Reqursments
TRACE ! =F ]r’nd}.l Pt == i Agency Spacial Requirament Reguest Staus
TRACE ADMIMN I 3 Dollar == I Agency Billable Request
PAESWORD ! =3 |I|'||:|]|'|'p|-:—[(-e Trarsactions == ! Agency Billable Stahes
s Repors s : i i o
== [iginc; Soacal DT E| == ! Agency Request for ECA Trading Farmer Profile
=== | Fetriewe ReportData Files o ! Updete Agency Information
==> | Repart Retarfion Managemest == ] Cizpley Messages
==3 | Requsst Parnt'Child Relgiorship = ! Audmin Processing Staus
Figure4.1 IPAC Main Menu
ALC

The first field on this screen is the Agency Location Code (ALC). This is the ALC of
your agency or of the agency for which you are doing business. Your Logon ID will
determine the ALC(s) for which you are authorized to do business within IPAC.

If you are only authorized to act on behalf of one ALC, that ALC will display in the ALC
data entry box.
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If you are authorized to do business for multiple ALCs, those ALCs will display in a
drop-down list box for the ALC.

If you are authorized to do business for more than 25 ALCs, the ALC field will display
as a blank data entry box.

The ALC field is required and you must accept the ALC shown as a default, choose an
ALC from the drop-down menu or enter an ALC in this field.

Customer ALC

No entry is required in the Customer ALC field.

Click the “Incomplete Transactions” button as shown in Figure 4.1. This will bring up the
Incomplete Transactions screen shown in Figure 4.2.

Selecting the Transaction for Completion

IPAC - Incamplete PCA Transactions

l.'l_l"l Rictum Ta IPAC Main Manu ] Halp

Giriginating ALE  Customer ALE  Amount Transaction Type
| 201R0002 Z01E0mE 1500 P
| 201R0002 201 EI00S 1800 P
| 201B000Z 201B0mE G000 | P |

l_'l_Fl Ratum Ta IPAC Main Manu Jﬂ
Figure 4.2 Incomplete Transactions

This screen contains option buttons, and columns for the Originating ALC (as entered on
the previous screen), Customer ALC, Amount of the incomplete transaction (a sum of all
the detail amounts for the transaction) and Transaction Type (“P”ayment, “C”ollection,
“A’djustment or “E"-Zero Dollar). All of the current incomplete transactions for the ALC
entered will be displayed, with a maximum of 10 transactions per screen. If there are
more than 10 incomplete transactions, a “Next” button will display and it will bring up the
next 10 transactions, or as many transactions as have not yet been shown. A “Prior”
button will display as needed.

Click the option button to the left of the transaction you want to edit. The transactions
are mutually exclusive and only one may be selected at a time. Click “OK” to retrieve
the transaction for completion.
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Completing the Transaction

The retrieved transaction can be handled as described in the appropriate section of this
manual, depending on its transaction type (Section 1 - Payment and Collection, Section
2 - Adjustment or Section 3 - Zero Dollar). Once you have clicked the “Finished” button
on the appropriate entry screen and the transaction has passed data verification, the
transaction will be processed.

A transaction not completed within seven days will expire and be deleted from the IPAC
System.
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Section 5 Reports

Report generation and printing in IPAC is centralized in this function.

Viewing and Printing Reports

The viewing and printing of documents from IPAC is standardized and is discussed in
the Introduction. In many instances, reports have parameters that allow you to place
constraints on the data retrieved into the report. The parameters, or report criteria, limit
the boundaries of the data that will be contained in the report. For instance, you may be
asked for a Start and End Date for the report and only data for transactions within this
range will be retrieved. Similarly, you may limit the data by transaction type (payments
only) or limit it to transactions for only one ALC. These and other parameters are
entered through a Report Request screen after the report is selected from the menu
and before generation of the report is requested.

In the Viewing and Printing Documents segment of the Introduction, a Report Request
screen is described which allows you to enter a Report File Description and Footer
Comments. Although both of these fields are optional, it is strongly recommended that
you enter a Report File Description to help you identify this report in the future. This
information will later be used to identify and retrieve or delete the report from the IPAC
System.

All IPAC generated reports are stored in the IPAC database. Once the information from
a report is no longer needed, the report can be deleted from the database through the
“Report Retention Management” option on the IPAC Main Menu (see Section 7).

Date and Time Formats

When a start or end date is required, dates are entered in YYYY-MM-DD format. When
a start or end time is required, time is entered in military time format which uses a 24-
hour clock. The format requires four digits and does not use punctuation to separate
hours from minutes. Both the date and time formats are discussed in more detail in the
Introduction and a Military Time Conversion Chart is provided in Appendix G.
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Function Buttons on Screens Used to Request a Report

The function buttons on the Report Request screens are consistent and offer these
options:

Report Request Function Buttons

IPAC -Payment Collection
o] tlew|  Fetum TolPAC Mankeny | Help

Repont File oz iz m smople paymant for docusacts P —— ]
Description: L
Footer Comments: |Th':: i= & ganple footer ooement enteced Lo the user,
o] Tk | Fetum Ta IPAC Main Menu | Help
Figure 5.1 Report Request
13 OK”

Accepts the parameters you have entered, retrieves the report data and requests
the Report Statistics screen for this report as shown in Figure 5.2.

“Clear”
Resets the data entry fields to their values the last time the screen was displayed.

No data is submitted to the IPAC database.

“Return to IPAC Main Menu”
Returns to the IPAC Main Menu without generating a report.

“Help”
Displays help information for this report.

Report Statistics Function Buttons

Fepoim Saisties
o] mevmropsctandens | e

M er of pages inreport: 2

Oartput Formeat ih'l'l.'l. =
HTWL -
o] Prham To PAC e s L

Figure 5.2 Report Statistics
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1] OK”
Accepts the Output Format you have selected and saves or displays the report.

“Return to IPAC Main Menu”
Returns to the IPAC Main Menu without displaying the report.

“Help”
Displays help information for this report.

Report Request Which Produces No Data

When a report request does not produce any data, no report is generated and the
Report Statistics screen will show the report having 0 pages. Figure 5.3 is an example

of this situation.

Repart Statistics
Rotum To IPAC Main Men | Hel
%
Mumber of pages in 0
report:
Output Format: ]HTML -]
Retum To IRAC Main Wenu | Help

Figure 5.3 Report Request Which Produced No Data

When this happens, there is no “OK” button to request display of the report. Your only
options are to return to the IPAC Main Menu or to view the system help screen.

Accessing the Reports Function

To access the Reports function, log on to the IPAC System and choose the IPAC option
from the IPAC System Main Menu as explained in the Introduction. The IPAC Main

Menu is shown in Figure 5.4.
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GOALSN

Loan I Infra-govermmental Payment and Collection Systemn
IEAC BDMIN I aLc Boisoooz Customer AL |

RITS I === JF‘a\_,lme-m il FarentiChild F=lat onshi p Information
RITE ADMIN | i |C.;.||a.:u on ==k Request Speod Requirsments
TRACS I = |Adj.|stmvarr| ==F | Agency Spacial Requirement Reguest Staus
TRACE ADMIM | = |Eem Cwlar =_=:>| Agency Billable Request
PAEEWIRLD | = ]Im ompkte Trarsactions == | Agency Billable Stabus
ﬂﬁzf::f%m - Pr—— = ==2| Agency Request for ECA Tracing Parner Profile

==% |Fefrieve ReportTata Filkes Updete Agency Information

o I

=== | Report Retertion Managenent Display Messages

==2 |ReqLest Farni'Child Reliorship

Click here

Figure 5.4 IPAC Main Menu

Admin Processing Staus

The Reports function has a drop-down menu that allows you to select a report before
entering the function. You can display this menu by clicking on the down arrow to the
right of the default report name.

All of the IPAC reports will be discussed in this section, but the reports that appear on
your menu will vary according to the authorization associated with your Logon ID.
Figure 5.5 shows the IPAC Main Menu with the report menu displayed.

GOALS
TEAC Intra-govermmentsl P ayment and Cobection System
IRAC ADNIN ALC [zo1sopoz Custamer AL |
RITE == IF‘ayme-nt Click here Farant'”hikld Relationship Information
RITE ADKIN == | Colaction after report Fequest Special Requiremesnts
selection Agency Special Requiremant Requast Status

TRACE ADHIN ==% |Zerl:- Cialiar Agency Billable Reguest

|
|

TRACS | == Adistment
|

PABAEORD |

Bt Transschons Acency Billable Stabus

faports
| Anency Spact Recuinments

[ 8 8 18

Agency Request tor EOI Trading Parner Frafile

L=

Anency Gpecis Reguiiements

== \EDi Aciinty Raport ==3 | |ndate Agency nformation
FriSiagency Request Patner Profile Infomatian
==3 || Huadduarters Transaction Download ==%| Disply Messages

Headgquarars Tramsachians

— FAC Transaction Repot Downlaad

=2 FPOC Transaction Report Selaction '\
Pamn/Crild Ralxioeehips
Fodaeostu/Bucedontn At | Select report from drop-down menu
Eiora ard Ciatvbobe Ariity nfomeatan

Traasury Haporting Resysnaments
Zern Dol Tranzaction

=F | AdMIn Processng SmEs

Figure 5.5 IPAC Main Menu with Reports Menu
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ALC

The first field on this screen is the Agency Location Code (ALC). This is the ALC of
your agency or of the agency for which you are doing business. Your Logon ID will
determine the ALC(s) for which you are authorized to do business within IPAC.

If you are only authorized to act on behalf of one ALC, that ALC will display in the ALC
data entry box.

If you are authorized to do business for multiple ALCs, those ALCs will display in a
drop-down list box for the ALC.

If you are authorized to do business for more than 25 ALCs, the ALC field will display
as a blank data entry box.

The ALC field is required and you must accept the ALC shown as a default, choose an
ALC from the drop-down menu or enter an ALC in this field.

Customer ALC

No entry is required in the Customer ALC field.

Highlight and select the report you wish to generate from the drop-down menu. This
report will then show in the selection window next to the “Reports” button. Click
“Reports” as shown in Figure 5.5. The next screen that displays will vary according to
your report selection, and is discussed with each report below.
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Agency Special Requirements

This report allows you to view all approved Agency Special Requirements. You may
request this report for specific ALCs by entering them in the ALC data entry fields or for
all ALCs by selecting the “All ALC’s” button. The “All ALC’s” button will retrieve a report
that contains the Special Requirements for every IPAC ALC. When you highlight the
Agency Special Requirements Report, and select the “Reports” button, the Report
Request screen shown in Figure 5.6 will display.

2llae | O] claw | Ratien To IPAC Main bara | Halg |

Rapart Fila

DaacH o Enplo Lgancy Special Ragquiramenta Raporc

=

Enter ALL -

[zn1eaooz

|z01e000=

Fooer Agancy Specisl Aesquirsmsnts far ALC 20180002 =mnd 20180035
T maman emts

Alaes | ok cieer| Retn To IPAG Main era. | Helg |

Figure 5.6 Agency Special Requirements Report Request
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Report File Description and Footer Comments

Enter a Report File Description and Footer Comments as described in the Viewing and
Printing Documents segment of the Introduction. Although both of these fields are
optional, it is strongly recommended that you enter a Report File Description to help you
identify this report in the future. This information will later be used to identify and retrieve
or delete the report from the IPAC System.

ALC
If you entered an ALC in the ALC field on the IPAC Main Menu, that ALC will appear in
the first data entry box below the Enter ALC: label. You can enter up to 25 ALCs in the

data entry boxes and click “OK” to request this report for the specified ALC(s), or you
can request the report for all ALCs by clicking on the “All ALC’s” button.

A sample of this report is shown in Appendix A.
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EDI Activity Report

This report will be available in a future release of IPAC.
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FMS/Agency Request Partner Profile Information

This report will be available in a future release of IPAC.
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HeadQuarters Transaction Download

This menu option exports transaction data from IPAC in a standardized format. It
produces a Comma Separated Value (CSV) or Tab Separated Value (TSV) file that can
be imported by other software for further data analysis or processing. CSV and TSV
files are further defined in the Glossary of Terms and Acronyms. Selecting this menu
option will not provide the capability to produce HTML or PDF files for direct viewing or
printing.

Only Parent ALCs with an approved Parent/Child Relationship are able to retrieve data
using the HeadQuarters Transaction Download report option. All transactions

involving both the Parent ALC and Child ALC(s) will be retrieved for download.

When you highlight the HeadQuarters Transaction Download report and select the
“Reports” button, the Report Request screen shown in Figure 5.7 will display.

IPAC - HeadGuarters Transaction Download

x| mew | Fetum Ta 1PaC Mk Menu | Heip

Raport File T data for Z0AEOD0E feom LALrZ001 o 1E/3172001.] =l
Description

Parent ALC: |z pipooon
Sitart Diate ; [2001-01-01 End Dt 2001-12-31

&I Claar | Retum Ta [PAC Man kanu | Halp

Figure 5.7 HeadQuarters Transaction Download Report Request

Report File Description

Enter a Report File Description as described in the Viewing and Printing Documents
segment of the Introduction. Although this field is optional, it is strongly recommended
that you enter a Report File Description to help you identify this report in the future. This
information will later be used to identify and retrieve or delete the report from the IPAC

System.

Parent ALC

If you entered an ALC on the IPAC Main Menu, it will display in the Parent ALC data
entry box. You may enter an ALC if none displays, or you may change the ALC already
in the box. This field is required.
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Report Dates

Enter the dates for which you want to retrieve the Headquarters Transactions. Both of
these fields are required. Dates must be entered in YYYY-MM-DD format. Transactions
before the Start Date or after the End Date will not be included in the report.

Selecting “OK” from the Report Request screen will bring up the Report Statistics
screen shown in Figure 5.8.

Report Statistics
k] Retiem To IFAG bisin beny | Help

Mumber of pages in
report:

Qutput Format: i:'.?v vl
TS
kK Ratusm Tir [PAL Wi | et

Figure 5.8 HeadQuarters Transaction Download Report Statistics

This Report Statistics screen is different from most of the IPAC Report Statistics
screens because the Output Format menu is different. Instead of the usual HTML or
PDF output formats, you are able to select CSV or TSV file types.

Saving Datain CSV or TSV Format

Both CSV and TSV formats can be used to transfer the raw data from IPAC to another
program, which will format the data for viewing, printing or internal use. These file types
are discussed in the Glossary of Terms and Acronyms and are intended for exporting
data to other software rather than for direct viewing by the user.

CSV s a file format that separates data fields with commas. The character data is
usually surrounded by quotes. TSV is a file format that uses tab characters as
separators between fields. Unlike CSV files, the character data is not usually
surrounded by quotes. The format you choose will depend on the requirements of the
program that will be importing the data.

When you choose one of these formats and select “OK”, a dialogue box will appear on
your screen notifying you that you have started to download a file of type
application/csv_ipac (or application/tsv_ipac), similar to Figure 5.9. This box shows you
that the browser you are using does not recognize the type of file that you are preparing
to download to your computer. Since the browser will not be responsible for handling
the file you are creating, and you will be importing the data into a different software
package, you can simply click the “Save File” button.
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Unknown File Type I

Click here

70U have started to download a file of type
applicationsczy_ipac
Click. "Maore nfo"' to learn how to extend N ayigator's

capabilities.
Cancel I

Figure 5.9 Unknown File Format

tare Info | Pick &pp...

This will bring up a standard Windows “Save File...” Dialogue Box where you can name
the output file, choose the location for the file and specify the type of file to save. The
location and name you choose for the file will depend on your computer’s configuration,
your agency’s procedures and the program that will be importing the data.

A sample of a CSV and TSV HeadQuarters Transaction Download Report is shown in
Appendix A.
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Headquarters Transactions

This report allows the generation of transaction reports by Parent ALCs. Only Parent
ALCs with an approved Parent/Child Relationship are able to retrieve data using the
Headquarters Transactions report option. The report can be retrieved by the Parent

for an individual Child ALC or for all children.

When you highlight the HeadQuarters Transaction report and select the “Reports”
button, the Report Request screen shown in Figure 5.10 will display.

IPAC - HeadQuarters Print Transaction Report Selection

OK; Clear ] Return To IPAC Main Menu ] Help ]

Report File [sample HeadOuarters Print Report for Jan - Apr 2001 ALC 20180002 =]

Description:

. Enter an ALC in one of
& Specific ALC 20180002 <4—these boxes based on
¢ All Children ALC's Darent ALC | the selection you made
to the left.
Start Date : [2001-01-01 End Date - |2001-04-30

Type: © Payment
" Collection
© Adjustment
& All

* SentBy ALCs

Mode: .
O Feceived By ALC:
Footer 1HeadQuarters Transactions - 3ent by ALC 20130002
Comments:
OKi Clear ] Return To IPAC Main Menu ] Help ]

Figure 5.10 HeadQuarters Transactions Report Request
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Report File Description and Footer Comments

Enter a Report File Description and Footer Comments as described in the Viewing and
Printing Documents segment of the Introduction. Although both of these fields are
optional, it is strongly recommended that you enter a Report File Description to help you
identify this report in the future. This information will later be used to identify and retrieve
or delete the report from the IPAC System.

Specific ALC or Children ALCs of a Parent

This report can be requested to reflect the transactions of one or all Child ALCs of a
Parent ALC. First, select either Specific ALC or All Children ALCs using the option
button to the left of the appropriate label. A selection is required.

ALC Criterion

Specific ALC
If Specific ALC is chosen, an ALC must be entered in the data entry box to the right

of this selection. If an ALC was entered on the IPAC Main Menu, it will display in
this data entry box. You can enter an ALC or change the ALC already in the box.

All Children ALCs

If All Children ALCs is chosen, the Parent ALC must be entered in the data entry
box to the right of this selection.

Report Dates

Enter a Start Date and an End Date for the report in YYYY-MM-DD format. These fields
are required.

Transaction Type

Select a Transaction Type to be reflected on the report. You can choose Payment,
Collection, Adjustment or All. Selecting All will cause the report to show Payment,
Collection and Adjustment transactions. Each Transaction Type label has an option
button to its left. These choices are mutually exclusive and only one may be selected at
atime. A selection is required.
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Mode

Select whether you want the report to reflect transactions Sent By ALCs or Received By
ALCs. A selection is required.

Samples of the HeadQuarters Transaction Report are shown in Appendix A.
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IPAC Transaction Report Download

This menu option exports transaction data by ALC from IPAC in a standardized format.

It produces a Comma Separated Value (CSV) or Tab Separated Value (TSV) file that
can be imported by other software for further data analysis or processing. CSV and TSV
files are further defined in the Glossary of Terms and Acronyms. Selecting this menu
option will not provide the capability to produce HTML or PDF files for direct viewing or
printing.

When you highlight the IPAC Transaction Report Download option and select the
“Reports” button, the Report Request screen shown in Figure 5.11 will display.

IPAC Transaction Download

Ok| Clear | Retum: To IPAL Main ienn | Halp
Report Fila Sanple [PAC Tran=action Download for Jen - Apr 2001 ALE Z01800CE |
Drescription:

ALC: 20180002
Stert D [2001-01-01

End Dala; |go01-n4-10

m |:'|Pil| Relum To IPAC-Man Wenu |ﬂ]
Figure 5.11 IPAC Transaction Download Report Selection

Report File Description

Enter a Report File Description as described in the Viewing and Printing Documents
segment of the Introduction. Although this field is optional, it is strongly recommended
that you enter a Report File Description to help you identify this report in the future. This
information will later be used to identify and retrieve or delete the report from the IPAC
System.

ALC

If you entered an ALC on the IPAC Main Menu, it will display in the ALC data entry box.
You may enter an ALC if none displays, or you may change the ALC already in the box.
This field is required.

Report Dates

Enter a Start Date and an End Date for the report in YYYY-MM-DD format. These fields
are required.
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Selecting “OK” from the IPAC Transaction Download Report Selection screen will
display the Report Statistics screen shown in Figure 5.12.

Report Statistics
k] Retiar To IFAG biain ben | Help

Mumber of pages in
report:

Qutput Format: i:'.?v vl
T
ak Ratien T IPAL M | Fein

Figure 5.12 IPAC Transaction Download Report Statistics

As with the HeadQuarters Transaction Download report, your output format choices will
be CSV and TSV file types. These file types are discussed in the Glossary of Terms and
Acronyms and are intended for exporting data to other software rather than for direct
viewing by the user.

Saving Datain CSV or TSV Format

Both CSV and TSV formats can be used to transfer the raw data from IPAC to another
program, which will format the data for viewing, printing or internal use. These file types
are discussed in the Glossary of Terms and Acronyms and are intended for exporting
data to other software rather than for direct viewing by the user.

CSV s a file format that separates data fields with commas. The character data is
usually surrounded by quotes. TSV is a file format that uses tab characters as
separators between fields. Unlike CSV files, the character data is not usually
surrounded by quotes. The format you choose will depend on the requirements of the
program that will be importing the data.

When you choose one of these formats and select “OK”, a dialogue box will appear on
your screen notifying you that you have started to download a file of type
application/csv_ipac (or application/tsv_ipac), similar to Figure 5.9. This box shows you
that the browser you are using does not recognize the type of file that you are preparing
to download to your computer. Since the browser will not be responsible for handling
the file you are creating, and you will be importing the data into a different software
package, you can simply click the "Save File” button.
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Unknown File Type I

Click here

70U have started to download a file of type
applicationsczy_ipac
Click. "Maore nfo"' to learn how to extend N ayigator's

capabilities.
Cancel I

Figure 5.13 Unknown File Format

tare Info | Pick &pp...

This will bring up a standard Windows “Save File...” Dialogue Box where you can name
the output file, choose the location for the file and specify the type of file to save. The
location and name you choose for the file will depend on your computer’s configuration,
your agency'’s procedures and the program that will be importing the data.

A sample of a CSV and TSV IPAC Transaction Report Download is shown in
Appendix A.
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IPAC Transaction Report Selection

This report option allows an individual ALC to produce IPAC transaction reports. When
you highlight the IPAC Transaction Report Selection option and select the “Reports”
button, the Report Request screen shown in Figure 5.14 will display.

IPAC Transaction Report Selection

OK! Clear | Return Ta IPAC Main Manu | Help |
ReportFile [ ). TpaC Transaction Report for Jan - Apr 2001 ALC 20180002 =]
Description:

¥
1 F

ALC: [z0180002

Start Date: [2001-01-01

End Date: [2001-04-30

Fanmssction Types Sent By Your ALC: Received By Your ALC:
= Payment SortBy: € ﬁocu;nent Reference SottBy:  ALC
© Collection Lt ¢~ Totals
0 Adjustment fALC Oy
Al & Appropriation

¢ Totals Only

Footer

Comments: !Pﬁ?ments dent by ALC Z015000Z

..CE! Clear ! Feturn To [PAC Main Menu | Help I

Figure 5.14 IPAC Transaction Report Selection

Transaction Type

Select a Transaction Type to be reflected on the report. You can choose Payment,
Collection, Adjustment or All. Selecting All will cause the report to show Payment,
Collection and Adjustment transactions. Each Transaction Type label has an option
button to its left. These choices are mutually exclusive and only one may be selected at
atime. A selection is required.

Sorting Options

Different sorting options are offered depending on whether you are retrieving
transactions Sent By Your ALC or transactions Received by Your ALC. Select whether
you want the report to reflect transactions sent by your ALC or received by your ALC by
choosing a sort order listed under one of these options. Each sorting option label has an
option button to its left. These options are mutually exclusive and only one may be
selected at a time.
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Sent By Your ALC

If you are requesting information on transactions sent by your ALC, you have the
following sort options:

Document Reference Number
The transactions will be sorted by the Document Reference Number assigned to the
transaction at the time it was processed. When assigned by the IPAC System,
these numbers are assigned sequentially. In this case, the transactions will also be
sorted in date order, by date of transaction completion. This may not be true for
originators that assign their own document reference numbers.

ALC
The transactions will be sorted by the Customer ALC who received the transactions.

Appropriation
An appropriation is also called a Treasury Account Symbol. The transactions will be
sorted by the Sender Treasury Account Symbol.

Totals Only
Under this option, the individual transaction details will not be displayed. The report

shows Transaction totals only, sorted by receiving ALC.

Received By Your ALC

If you are requesting information on transactions sent to your ALC, you have two sort
options:

ALC
The transactions will be sorted by the Originating ALC who sent the transactions.

Totals Only
Under this option, the individual transaction details will not be displayed. The report

shows transaction totals only, sorted by sending ALC.

Samples of the IPAC Transaction Report Selection are shown in Appendix A.
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Parent/Child Relationships

This report option allows for the retrieval of Parent/Child relationship information, for one
specified ALC or all ALCs. When you highlight the Parent/Child Relationships option
and select the “Reports” button, the Report Request screen shown in Figure 5.15 will

display.

IPAC - Parent/Child Relationships

oK| clear | Return Ta IPAC MainMenu | Help |
RBP“ITFi]’B Jample Parent/Child Relationship Feport :J
Description:
._ _“.1_!

* One ALC 20180002

T ANALCs

£unier [Parent/Child Relationships for ALC 20150002

Comments:

ok| clear | Return To IPAC Main Menu | Help |

Figure 5.15 Parent/Child Relationships Report Selection

Report File Description and Footer Comments

Enter a Report File Description and Footer Comments as described in the Viewing and
Printing Documents segment of the Introduction. Although both of these fields are
optional, it is strongly recommended that you enter a Report File Description to help you
identify this report in the future. This information will later be used to identify and retrieve
or delete the report from the IPAC System.

One ALC

If you only want this report to reflect the Parent/Child relationships of one ALC, select the
option button to the left of the One ALC label. If you entered an ALC on the IPAC Main
Menu, it will display in the ALC data entry box. You can enter an ALC or change the
ALC already in the box.
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All ALCs

If you want this report to reflect the Parent/Child relationships of all ALCs that your
Logon ID is authorized to view, select the option button to the left of the All ALCs label.

A sample of the Parent/Child Relationships Report is shown in Appendix A.
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Predecessor/Successor ALCs

This report option allows for the retrieval of Predecessor/Successor ALC information, for
one specified ALC or for all ALCs. If an ALC is closed and another ALC has taken over
the reporting responsibility for that ALC’s accounting activity, the closed ALC
(predecessor) and the replacement ALC (successor) information are provided in this
report. When you highlight the Predecessor/Successor ALCs option and select the
“Reports” button, the Report Request screen shown in Figure 5.16 will display.

IPAC - Predecessor £ Successor ALCs

oK| clear | Return To IPAC MainMenu | Help |
R“’P"TFEIB Sample Predecessor/Successor ALC Report _:_I
Description:
& One ALC |z01z0002
ANl ALCs
e IPrEdecessurfSuccessnr Report for ALC 20150002
Commenis:

ﬂﬂ Clearl Return Ta IPAC Main Menu | Help!

Figure 5.16 Predecessor/Successor ALCs Report Selection

Report File Description and Footer Comments

Enter a Report File Description and Footer Comments as described in the Viewing and
Printing Documents segment of the Introduction. Although both of these fields are
optional, it is strongly recommended that you enter a Report File Description to help you
identify this report in the future. This information will later be used to identify and retrieve
or delete the report from the IPAC System.

One ALC

If you only want this report to reflect the Predecessor/Successor relationships of one
ALC, select the option button to the left of the One ALC label. If you entered an ALC on
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the IPAC Main Menu, it will display in the ALC data entry box. You can enter an ALC or
change the ALC already in the box.
All ALCs

If you want this report to reflect the Predecessor/Successor relationships of all ALCs,
select the option button to the left of the All ALCs label.

A sample of the Predecessor/Successor ALCs Report is shown in Appendix A.
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Store and Distribute Activity Information

This report will be available in a future release of IPAC.
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Treasury Reporting Requirements

This report will provide information regarding IPAC reporting requirements established
by FMS. When you highlight the Treasury Reporting Requirements option and select
the “Reports” button, the Report Request screen shown in Figure 5.17 will display.

IPAC - Treasury Reporting Requirements Reports

OK! Clear | Return Ta IPAC Main Menu | Helpj
Report File Sample Treasury Reporting Requirements Report _:J
Description:

a of

Footer ; .

Treasury Feporting Eequirements
Comments:
OKI Clear | Return To IFAC Main Menu | Help i

Figure 5.17 Treasury Reporting Requirements Report Selection

Report File Description and Footer Comments

Enter a Report File Description and Footer Comments as described in the Viewing and
Printing Documents segment of the Introduction. Although both of these fields are
optional, it is strongly recommended that you enter a Report File Description to help you
identify this report in the future. This information will later be used to identify and retrieve
or delete the report from the IPAC System.

Since this report is static, no other selection criterion is available.

A sample of the Treasury Reporting Requirement report is shown in Appendix A.
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Zero Dollar Transaction

This report contains all Zero Dollar transactions for the specified ALC. When you
highlight the Zero Dollar Transaction option and select the “Reports” button, the
Report Request screen shown in Figure 5.18 will display.

IPAC - Zero Dollar Elimination

0K| clear | Return To IPAC MainMenu | Help |
Report File Descripion: [o. 12 zerg Dollar Transaction Report Jam - Apr 2001 ALC 20180002 ]

‘ o

ALC: [zo1s0002

Start Date: |z001-01-01

Stop Date: [2001-04-30

Footer Comments: iZero Dollar Transactions for ALC 20180002

% Clear I Return To IPAC Main Menu l Help I

Figure 5.18 Zero Dollar Transaction Report Selection

Report File Description and Footer Comments

Enter a Report File Description and Footer Comments as described in the Viewing and
Printing Documents segment of the Introduction. Although both of these fields are
optional, it is strongly recommended that you enter a Report File Description to help you
identify this report in the future. This information will later be used to identify and retrieve
or delete the report from the IPAC System.

ALC

If you entered an ALC on the IPAC Main Menu, it will display in the ALC data entry box.
You may enter an ALC if none displays, or you may change the ALC already in the box.
This field is required.

Report Dates

Enter a Start Date and a Stop Date for the report in YYYY-MM-DD format. These fields
are required.

A sample of the Zero Dollar Transaction report is shown in Appendix A.
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Section 6 Retrieve Report/Data
Files

In a future release of IPAC, reports and data files generated in IPAC will be able to be
retrieved for viewing or printing through this function. For report deletions, use the
Report Retention Management function discussed in Section 7.

Accessing the Retrieve Report/Data Files Function

To access the Retrieve Report/Data Files function, log on to the IPAC System and
choose the IPAC option from the IPAC System Main Menu as explained in the
Introduction. The IPAC Main Menu is shown in Figure 6.1.

GOALEN
Loan i Infra-govermmental Payment and Collection Systemn
IPAC ADMIN ; ALC Er0ispoos Customer ALC |
RITS I === |F'a\_,lme-n1 == | ParentiZhild Fslat orship Information

RITES ADMIN I = |C-:-||a-:n-:-n Click here ==2 | Request Specia Reguements

== j Apency Spacial Requirament Reguest Staus

TRACS | == |adustmant

TRACE ADMIM I = |2E‘|‘l." Cwlar ==>| Agency Billable Request

PLEEWIED ! =_=}|Im ompEE Trarsactions i! Agency Billable Stahes
%—3]12«":;5%'” Renuesrams 3 i! Agency Request for ECA Trading Farmer Profile
==% |Fefrieve ReportTata Filkes 1! Updete Agency Information
=_=>_JF?i.-p--:u1 Fretertion Management :ii Cisplay Messaoss
[==5|Request PareniChild Reltionship == admin Processing Status

Figure 6.1 IPAC Main Menu

ALC

The first field on this screen is the Agency Location Code (ALC). This is the ALC of

your agency or of the agency for which you are doing business. Your Logon ID will
determine the ALC(s) for which you are authorized to do business within IPAC.

If you are only authorized to act on behalf of one ALC, that ALC will display in the ALC
data entry box.

If you are authorized to do business for multiple ALCs, those ALCs will display in a
drop-down list box for the ALC.
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If you are authorized to do business for more than 25 ALCs, the ALC field will display
as a blank data entry box.

The ALC field is required and you must accept the ALC shown as a default, choose an
ALC from the drop-down menu or enter an ALC in this field.

Customer ALC

No entry is required in the Customer ALC field.

Click “Retrieve Report/Data Files” as shown in Figure 6.1. This will bring up the
Retrieve Report/Data Files screen shown in Figure 6.2.

IPAC - Retrieve Report/Data Files
OKI Clear] Return To [PAC Wain Menu i Help |

ALC: |z0150002

Start Date : [2001-01-01

End Date : |2001-02-30

%I Clear] Return To IPAC hain Menu i Help |

Figure 6.2 Retrieve Report/Data Files

Retrieve Report/Data Files Fields

ALC

The ALC for which the reports/data files are stored. If you entered an ALC on the IPAC
Main Menu, it will display in the ALC data entry box. You may enter an ALC if none
displays, you may change the ALC already in the box, or you can leave it blank. Reports
that include more than one ALC will be stored with an ALC of 00000000 as shown in
Figure 6.3.

Report Dates

Enter a Start Date and an End Date for the report in YYYY-MM-DD format. These fields
are required.

The start date and end dates refer to the dates the
reports were originally generated, not the dates covered

by the reports.
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Retrieve Report/Data Files Buttons

13 OKH
Accepts the parameters you have entered and retrieves a list of report/data files
satisfying the selection criteria, five to a screen, as shown in Figure 6.3. Only
report/data files that you created can be retrieved.

“Clear”
Resets the data entry fields to their values the last time the screen was displayed.
No data is submitted to the IPAC database.

“Return to IPAC Main Menu”
Returns to the IPAC Main Menu without processing any information.

1] Help”
Displays help information for this screen.

Report/Data File List
Select | Clear I Mesxt l Return To IPAC Main Menu I HeIpI
|Select | ALC |N0. Of Pages | Description | Crate
‘ -~ 0000000 3 Thiz iz a sg.tnple of a payment transaction for S001-04-13
documentation purposes.
[ | 00000000 | O | Samgle Zero Dollar transaction | 2001-04-12
|c | 00000000 | 1 | | 2001-04-23
- 00000000 i Sample Parent/Child Relationship Report for 41 ALCs run 3001-04-19
41801
Ic | oooooooo | | Samgle Predecessor/Successor ALC Report | 2001-04-24
Select | Clear | Met I Return To IPAC Main Menu I Help |

Figure 6.3 Report/Data File List

Retrieving Reports and Data Files

Clicking “OK” on the Retrieve Report/Data Files screen (Figure 6.2) after completing the
ALC, Start Date and End Date fields will display the Report/Data File List screen. The
reports will be displayed five at a time. If there are more than five reports meeting the
criteria, they may be accessed by clicking the appropriate “Next” or “Prior” button.

Report/Data File List Fields

Select

Document Date: May 07, 2001 6.3



IPAC Version 1.0 User Manual
Section 6 Retrieve Report/Data Files

Click the option button to toggle selection for the desired report. Clicking on an
already selected report will deselect that report. These fields are mutually exclusive
and only one report may be selected at a time. This is the only field that you can
change on this screen.

ALC
The ALC entered on the Retrieve Report/Data Files screen.

No. of Pages
The number of pages in the printed report.

Description
The report description that was entered at the time the report was generated.

Date
The date the report was generated.

Report/Data File List Buttons

“Select”
Submits the request to retrieve the selected report.

“Clear”
Resets the option buttons to their values the last time the screen was displayed. No
data is submitted to the IPAC database.

“Next”/“Prior”
If there are more than five report/data files, a “Next” button will display and it will
bring up the next five report/data files, or as many as have not yet been shown. A
“Prior” button will display as needed.

“Return to IPAC Main Menu”
Returns to the IPAC Main Menu without processing any information.

“Help”
Displays help information for this screen.

Select the report you want to retrieve by clicking the option button to its left, then click
the “Select” button to display the Report Statistics screen for this report as shown in
Figure 6.4.

Report Statistics Function Buttons
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EJ Frkam T PAL oy War ]u_w.]

M ar of pages inreport: 2
Oartput Formeat

EJ Firbam T o PAL Moy Wand

Figure 6.4 Report Statistics

The Report Statistics is described in the Viewing and Printing Documents segment of
the Introduction.

1] OK”
Accepts the Output Format you have selected and displays the report.

“Return to IPAC Main Menu”
Returns to the IPAC Main Menu without displaying the report.

“Help”
Displays help information for this screen.
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Section 7 Report Retention
Management

All reports generated by the IPAC System are automatically saved to the IPAC
database. Reports that are no longer needed should be deleted to save storage space
and to make it easier to find and retrieve new reports.

Accessing the Report Retention Management Function

To access the Report Retention Management function, log on to the IPAC System and
choose the IPAC option from the IPAC System Main Menu as explained in the
Introduction. The IPAC Main Menu is shown in Figure 7.1.

GOALS
IEar i Infra-govermmental Payment and Collection Systermn
IEAC ADMIN ; aLc poisoooz Customer AL |
RITS I ===z |Fen_.'me-n1 Click here == I FParentiChild Felat onship Information
RITE ADMIN I ==> |C-:-I|e-:|:|-:nn ==> | Request Speca Reqursments
TRACE i =F ]Ad}.lstrnerrl == | Aopency Spacial Requirament Regquest Staus
TRACE ADMIM I = |2£rr Cwlar == I Agency Billable Request

PAERWOAD ! == |incorrete Tr

== ! Agency Billable Stanes

ﬂmfmm&ﬂml PR 3 i! Agency Request for ECH Trading Parner Profile
==Z Fedrieve RaportTlata Files ;}! Updete Agency Information

=== | Report Retertion Managsiment == Displey Messages

=== |Request ParentChild Relationship == admin Processing Status

Figure 7.1 IPAC Main Menu
ALC

The first field on this screen is the Agency Location Code (ALC). This is the ALC of
your agency or of the agency for which you are doing business. Your Logon ID will
determine the ALC(s) for which you are authorized to do business within IPAC.

If you are only authorized to act on behalf of one ALC, that ALC will display in the ALC
data entry box.

If you are authorized to do business for multiple ALCs, those ALCs will display in a
drop-down list box for the ALC.

Document Date: May 07, 2001 71



IPAC Version 1.0 User Manual
Section 7 Report Retention Management

If you are authorized to do business for more than 25 ALCs, the ALC field will display

as a blank data entry box.

The ALC field is required and you must accept the ALC shown as a default, choose an
ALC from the drop-down menu or enter an ALC in this field.

Customer ALC

No entry is required in the Customer ALC field.

Click the “Report Retention Management” button as shown in Figure 7.1. This will
display the Report Retention Management ALC Entry screen shown in Figure 7.2.

Report Retention Management ALC Entry

IPAC < Report Rerention Management ALE Entry
0k] Clear | Return T IPAZ bain ber

Start Date: fz000-01-01

Enter ALC Balow :

2D1E3002

Figure 7.2
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ALC Entry Data Entry Fields
Report Dates

Enter a Start Date and an End Date for the reports in YYYY-MM-DD format. These
fields are required.

The start date and end dates refer to the dates the reports were
originally generated, not the dates covered by the reports.

Login ID
The Login ID used to access the IPAC System will display in the Login ID field.

Enter ALC Below
If you entered an ALC on the IPAC Main Menu, it will display in the first data entry
box. There are additional data entry boxes to allow you to enter up to a total of 25
ALCs whose outstanding reports you would like to review for possible deletion.
Only the reports you created will be available for you to delete. (All of the data entry
boxes may not be visible at one time through your browser, but they may be
accessed using the scroll bar to the right of your screen, or by hitting the tab key
after entering an ALC in the last visible box.)

ALC Entry Function Buttons

113 OK”
Displays a list of the reports you created which are currently stored for the ALC(S)
you entered and are available for deletion.

“Clear”
Resets the data entry fields to their values the last time the screen was displayed.
No data is submitted to the IPAC database.

“Return to IPAC Main Menu”
Returns to the IPAC Main Menu without retrieving a list of reports.

“Help”
Displays help information for this screen.

Flagging Reports for Deletion

Click the “OK” button on the Report Retention Management ALC Entry screen to
display a list of the reports which you created for the ALC(s) entered. If there are no
reports stored that meet your selection criterion, you will receive the message shown in
Figure 7.3.
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IPAC - Report Retention Manhagement ALC Ertry
o] Ciear | R T IF&C Wi Mers | Help

e —
Start Date 1:-:-11:--51-:-1 End Bate; {zoo1-03-31 Lagi IO $=13ad001

Enter ALC Below

2010008

|— m_- '|."‘|

| Mo data found for deletion |

Figure 7.3 No Reports Meeting the Criteria

Close this Error Message window and you will return to the Report Retention
Management ALC Entry screen where you can enter new report start and end dates,
and/or new ALC(s). At this point, the “Clear” button will not erase any of the data entry
fields on the screen. You can highlight the data in any of the fields and use the Delete
key to delete your entry, or you can highlight the data in the fields and type over it to
change it.

If reports exist within the parameters requested, the Report Retention Management
screen will display as shown in Figure 7.4. No Report File Description was entered at
the time the second report on this list was generated. This will make it difficult to
determine if this report should be maintained or deleted and illustrates the importance of
entering identifying descriptions in the Report File Description field when generating
reports.

IPAC - Report Retention Management

Delete | Clear | Cancel | Select All | Return To IPAC Main Menu | Help |
Delete ALC bt Bl Description Date
Type

No x| | M/A R 2001-04-19

Mo = | Hi4 R Sample Zero Dollar transachon 2001-04-19

Mo IR R Sarmple Parent/Child Relationship Report for A ATCs run I001-04-19
4f1801

Mo =] Na R This i5 a s_ample of a payment transaction for I001-04-13
documentation purposes.

Delete | Clearl Cancel | Select All | Return To IPAC hMain Menu | Helpl

Figure 7.4 Report Retention Management

Report/data files requested to be deleted through this menu option will be flagged for
deletion. Actual deletion of the reports/data files will not occur until the nightly
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maintenance process is performed. Until this process has been run, you can change the
deletion flag (from YES for deletion to NO for no deletion, or vice versa).

Report Retention Management Data Columns

Delete
This field contains a drop-down menu box with YES/NO choices. If a report/data file
is not currently flagged for deletion, this field will default to NO. If you change this
field to YES, the report will be deleted in the next database maintenance cycle. You
may also change this choice from YES to NO to keep a report from being deleted
during the next maintenance cycle. This is the only field on this screen that you can
change.

ALC
The ALC of the agency which generated the report. A report which contains data for
more than one ALC will have N/A in the ALC column.

Data File Type
The type of data currently on the system. Whether the information stored was a
report (HTML or PDF) or a data file (CSV or TSV), the data file type will always be
“R"eport.

Description
The report description entered in the Report File Description field (on the Report

Request screen) at the time the report was generated.

Date
The date the report was generated.

Report Retention Management Function Buttons

“Delete”
Submits the changes to the report deletion status.

“Clear”
Resets the delete flags to their values the last time the screen was displayed. No
data is submitted to the IPAC database.

“Cancel”
Discards any changes you have made to a report deletion status since the last time
the database was accessed. Returns you to the Report Retention Management
ALC Entry screen.

“Select All”
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All of the YES/NO deletion flags on the screen will be changed to YES. After you
have clicked this button, the “Clear” button will not return these flags to their
previous state but you can still manually change the individual flags to NO. After
selecting this button, you must select “Delete” to submit the changes to the report
deletion status.

“Return to IPAC Main Menu”
Returns to the IPAC Main Menu without processing any changes you have made to
a report deletion status.

1] Helpl,
Displays help information for this screen.

IPAC - Report Retention Management
Delete | Clear | Cancel | Select All Return To IPAC Main Menu | Help |
Delete ALC tau Rale Description Date
Type
Yes 'I NiA R 2001-04-19
Mo x| | DA R Sample Zero Dollar transaction 2001-04-13
m HIA R Sample Parent/Child Relationship Report for 41 ATLCs run 001-04-19
418/01
Mo = | A R This 15 a sa_ample of a payment transaction for 2001-04-18
docutnentation purposes.
Delete | Clear | Cancel | Select All | Return To IPAC hain Menu | Help |

Figure 7.5 Reports Flagged for Deletion

In Figure 7.5, the first and third reports shown on the screen have been flagged for
deletion. These flags can be changed at any time until the reports are actually deleted
by the IPAC maintenance cycle. After you have marked the reports for deletion (or
changed deletion marks to NO), click “Delete”. The confirmation screen shown in Figure
7.6 will display.

Purge Report Data Files Confirmation

e o]

Dioyou weant the s=lacted files flagoed fior delstion 7

oo o]

Figure 7.6  Purge Report Data Files Confirmation
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Confirmation Screen

If you click "No”, none of the changes you entered on the most recent Report Retention
Management screen will be submitted. You will be returned to the Report Retention
Management screen as shown in Figure 7.2.

Confirmation Requested

If you click “Yes”, the changes to the report deletion status you entered on the Report
Retention Management screen will be submitted to the IPAC database and those
reports marked for deletion will be removed during the next database maintenance
cycle. You will see the confirmation screen shown in Figure 7.7.

Confirmation Given

IPAC - Purge Report/Data Flles Confirmation
Retum T IPAC: Main berw | Halp

The Flag for Deletion changes you have just made hawe been sucoesshuly stored.

Ratum Ta IPAC Main Maru | Halp

Figure 7.7 Purge Report Data Files Completion Confirmation

From this screen you can return to the IPAC Main Menu or display help information for
this screen.
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Section 8 Request Parent/Child
Relationship

Parent/Child Relationships are established to allow one agency (ALC) to retrieve report
activity for another. A Parent/Child Relationship enables the Parent ALC to access the
HeadQuarters Transaction Download and HeadQuarters Transactions options as
described in Section 5 — Reports. A Parent ALC can have multiple Child ALCs, but a
Child ALC can only have one Parent.

All Parent/Child Relationship requests are forwarded to FMS for approval. FMS has the
capability to approve or reject relationship requests. If you should not be authorized to
view transactions for the requested Child ALC(s), FMS will reject the request.

Selecting the Request Parent/Child Relationship option enables you to request a new
Parent/Child Relationship, view the status of an existing relationship or edit an existing
relationship. Each of these functions is described in detail in this Section.

Accessing the Parent/Child Relationship Request
Function

To submit an IPAC Parent/Child Relationship request for FMS approval, or to view the

status of an existing relationship, log on to the IPAC System and choose the IPAC option
from the IPAC System Main Menu as explained in the Introduction. The IPAC Main

Menu is shown in Figure 8.1.

GOALS
Loz i Infra-govermmantal Payment and Collection System
IEAL ADMIN ] ALC Er0ispooz Customer ALC |
RITS I =5 |F'en_,lme-n1 - == | ParentiZhild F=lat orship Information
e Click here i ~
RITE ADMIN l == |C|:-||=.~|:u|:-n ==k | Request Specd Requirsments
TRACS ! ==k | Adustmant == j Apency Spacial Requirament Reguest Staus
TRACE ATMIN ] == |2E‘|‘l." Dolar ==k | Agency Billable Request
PAEEWIRD =¥ |Im omgikte Tragactions == ! Agency Billable Stats
s Repors s : = - o
=z (Ee o P — 3 ==% ! Agency Hequest for ECA Trading Farmer Profile
==% |Fefrigde ReportTata Files --}! Updete Agency Information

DA part Retartion Managerment = i Cisplay Messages
== Request FarentChild Relaionship =23 Admin Processing Status

Figure 8.1 IPAC Main Menu
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ALC

The first field on this screen is the Agency Location Code (ALC). This is the ALC of
your agency or of the agency for which you are doing business. Your Logon ID will
determine the ALC(s) for which you are authorized to do business within IPAC.

If you are only authorized to act on behalf of one ALC, that ALC will display in the ALC
data entry box.

If you are authorized to do business for multiple ALCs, those ALCs will display in a
drop-down list box for the ALC.

If you are authorized to do business for more than 25 ALCs, the ALC field will display
as a blank data entry box.

The ALC field is required and you must accept the ALC shown as a default, choose an
ALC from the drop-down menu or enter an ALC in this field.
Customer ALC

No entry is required in the Customer ALC field.

Select the “Request Parent/Child Relationship” button as shown in Figure 8.1. This will
display the Parent Child Relationship Request screen shown in Figure 8.2.

TPAC - Parent Child Relationship Request

.%i Clear I Return To IPAC Main Menu | Help I
Parent AT.C im

Start Date [zo01-0a-27]

End Duate Im

Child ATz

|zoie000s | |
|zois000a | |
|zo1ig0011 | |

| | [

| l |

| | I

i I I

| | [

l l I

| | I
%; Clear I Return To IPAC Main Menu I Help I

Figure 8.2 Parent Child Relationship Request
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The Parent Child Relationship Request screen can be used to request a new
Parent/Child Relationship or retrieve existing relationships for viewing or editing.

Parent Child Relationship Request Data Entry Fields

Parent ALC

The Parent ALC is the ALC of the Agency to serve as Parent in this Relationship.
The ALC from the ALC field on the IPAC Main Menu will display in the Parent ALC
data entry box. This field is required.

Start Date
Date the Relationship is requested to start in YYYY-MM-DD format. The Start Date
must be the following day (tomorrow) or later. Please request the Relationship at
least one week in advance of the Start Date so that FMS has ample time to respond
to your request. The Relationship will not be in effect until it is approved by FMS.

End Date
Date the Relationship is requested to end in YYYY-MM-DD format. The End Date
must be later than the Start Date.

When entering dates, either both dates must be entered
or neither date should be entered.

Child ALCs
Up to 30 Child ALCs may be entered. These will be the ALCs to serve as the
Children in this Relationship.

Parent Child Relationship Request Function Buttons

1] OK”
Submits your Parent/Child Relationship request to FMS for approval.

“Clear”
Resets the data entry fields to their values the last time the screen was displayed.
No data is submitted to the IPAC database.

“Return to IPAC Main Menu”
No data entered on the current screen will be saved to the IPAC database. You will
be returned to the IPAC Main Menu.

1] Help”
Displays help information for this screen.
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Request a New Parent/Child Relationship
Enter the Parent ALC, Start Date, End Date and Child ALC'’s as shown in Figure
8.2. If all of the fields contain valid data, selecting the “OK” button will submit the
request to FMS for approval.

View All Existing Parent/Child Relationship Requests For A Parent
Enter the Parent ALC, leaving all the other data entry fields on the Parent/Child
Relationship Request screen blank. This will display the Parent/Child
Relationship Request Status screen, shown in Figure 8.4, for all relationships
involving the specified Parent ALC.

View All Existing Parent/Child Relationship Requests for Specific Child ALC(s)
Enter the Parent ALC and the Child ALCs, leaving all the other data entry fields on
the Parent Child Relationship Request screen blank. This will display the Parent
Child Relationship Request Status screen, shown in Figure 8.4, for only those
relationships that satisfy the criterion entered.

Edit an Existing Parent/Child Relationship Request
(for a specific Child ALC and a specific date range)
Enter the Parent ALC, Start Date, End Date and one Child ALC. This will display
the Parent Child Relationship Add/Update Details screen shown in Figure 8.5b.

Note: The multiple ALC data entry boxes on this screen are used for initial requests for
Parent/Child Relationships. They are not designed for use in editing a specific
Parent/Child Relationship. If multiple ALCs are entered with Start and End
Dates, you will receive an error message like the one shown in Figure 8.3.

¥ Enrors - Metscape

The following AT.C(2) were omitted due to
exsting relationships Please note the ATC{z)
and verify their start and end
dates:20180005,20180008,20180011.

Figure 8.3 Multiple ALCs for Initial Request Error
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IPAC - Parent Child Relationship Request Status

ﬂlﬂl Delate | Return To IPAC Main Menu | Helpll

Parent ALC 20180002

|Chjld ALC |ID |Related I |Staﬂ Date |End Diate |Request Type |Status |Status Date |Rejec
]r‘_|2msnnns |35 | 2001-05-01 |2009-12-31 |A |A 2001-04-23 |
]r‘_|2msnnns |sn | 35 |2nm-us-m !2009-12-31 |D |R |2DDI-D4-26 | Tiver:
| [20180005 |43 | 2001-04-27 20011130 & P 2001-04-26 |
]r_|201suuus |36 | |2001-05-u1 |2009-12-31 |A |A |2uu1-u4-23 |
]r_|2n1snnns |49 | 36 2001-04-27 |2DD1-11-3D |E |P |2001-04-26 |
]r‘_|2msnml |37r | |2nm-us-m !2009-12-31 |A |A |2DDI-D4-23 |
ﬂlﬂl Delete | Return To IPAC Main Menu | Help |

Figure 8.4 Parent Child Relationship Request Status

(The left side of the screen is shown above and the right side below. The entire screen
will not fit in most browser windows and you must scroll to the right to view the entire
contents of the screen.)

tionship Request Status
Return To IPAC Main Menu | Help |

_iRelated I |Start Diate iEnd Crate |Request Type |Status |Status Diate |Rejecti0n Ezxplanation
| 2001-05-01  [2008-12-31 A A 2001-04-23 |

_| 35 2001-05-01  |2008-12:31 D R 2001-04-26 | Invalid Request

_| 2001-04-27  [2001-11-30 |4 P 2001-04-26 |

_| 2001-05-01  [2008-12-31 A A4 2001-04-23 |

[ 38 2001-04-27  [2001-11-30  [E 13 2001-04-26 |

_| 2001-05-01  |2008-12-31 |4 A 2001-04-23 |

Return To IPAC Main Menu | Help |

Figure 8.4 Parent Child Relationship Request Status (continued)

Parent Child Relationship Request Status Fields

Child ALC
Child ALC in the Parent/Child Relationship request.

ID

System generated number for each Parent/Child Relationship request.
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Related ID
ID number of the original Relationship request. This field allows you to trace the
new request back to the original request that was edited or deleted.

Start Date
Start date of the relationship requested.

End Date
End date of the relationship requested.

Request Type
Code signifying whether the Relationship request was being “A’dded, “E"dited or
“D”eleted.

Status
Code signifying the status of the Relationship request. Available status’ are
“A’pproved, “P"ending and “R”ejected. Only those Parent/Child Relationship
requests with a approved status are currently in effect.

Status Date
Date of the last status change to the Relationship request. If the approval date for
the Parent/Child Relationship request follows the start date requested, then the
effective date of the relationship will be the approval date. If the approval date
precedes the start date, the effective date will be the start date requested.

Rejection Explanation
Rejection reason displayed when FMS rejects the Relationship request.

Parent Child Relationship Request Status Function Buttons

“Add”

Select this button to add a new Parent Child Relationship request. This will display
the Parent Child Relationship Add/Update Details (add) screen shown in Figure
8.5a.

“Edit”
Select the option button beside the existing relationship you want to edit. By
selecting this button the Parent Child Relationship Add/Update Details (update)
screen shown in Figure 8.5b will display. Only requests in a pending or approved
status may be edited.

“Delete”

Select this button to delete a Parent/Child Relationship request. Only requests in a
pending or approved status may be deleted. When a pending request is deleted, a
Parent Child Relationship Confirmation screen will display and the Relationship

request will be deleted immediately. When you request deletion of an approved
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Relationship, the Parent Child Relationship Confirmation (add/update) screen
shown in Figure 8.6 will display and the request for deletion will be forwarded to
FMS for approval.

“Return to IPAC Main Menu”
No data entered on the current screen will be saved to the IPAC database. You will
be returned to the IPAC Main Menu.

13 HeIpH
Displays help information for this screen.

IPAC - Parent Child Relationship Add/Update Details

OK; Clear | Return To [PAC Main WMenu | Help |
Parent ALC 20130002

Child ALC [2o1s0011

Start Date [2001-02-27

End Date [zo01-12-31

OK; Clear | Return To PAC Main Menu | Help |

Figure 8.5a Parent Child Relationship Add/Update Details (add)

IPAC - Parent Child Relationship Add/Update Details

OKl Clear I Return To IPAC Main Menu | HeIpJ
Parent ATC 20180002

Child AT.C 20180008

Start Date [eno1-n4-27

End Date [z001-11-30

OKl Clear I Return To IPAC Main Menu | HeIpJ

Figure 8.5b Parent Child Relationship Add/Update Details (update)

Parent Child Relationship Add/Update Details Data Entry Fields

Child ALC
If you are adding a new Parent/Child Relationship request, the Child ALC field will
display blank and require data entry. If you are editing an existing relationship, the
Child ALC from the selected Relationship on the Parent Child Relationship
Request Status screen will display, and you will not be able to change this field.
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Start Date
Date the Relationship is requested to start in YYYY-MM-DD format. The Start Date
must be the following day (tomorrow) or later. Please request the Relationship at
least one week in advance of the Start Date so that FMS has ample time to respond
to your request. The Relationship will not be in effect until it is approved by FMS.

End Date
Date the Relationship is requested to end in YYYY-MM-DD format. The End Date
must be later than the Start Date.

Parent Child Relationship Add/Update Details Function Buttons

1] OK”
Select this button to submit your Parent/Child Relationship request to FMS for
approval. Then you will receive the Parent Child Relationship Confirmation
screen as shown in Figure 8.6

“Clear”
Resets the data entry fields to their values the last time the screen was displayed.
No data is submitted to the IPAC database.

“Return to IPAC Main Menu”

No data entered on the current screen will be saved to the IPAC database. You will
be returned to the IPAC Main Menu.

“Help”
Displays help information for this screen.

Parent/Child Relationship Request Submission

After completing all of the data entry fields on the Parent Child Relationship Request

screen, select “OK” to submit the request for FMS approval. If there are no errors in the
data submitted, the Parent/Child Relationship Confirmation screen shown in Figure

8.6 will be displayed. You may also receive this confirmation screen after adding a new
request by selecting “OK” from the Parent Child Relationship Add/Update Details

screen shown in Figure 8.5a.
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IPAC - Parent Child Relationship Confirmation

The following Parent Child relationship request(s) have been added and forwarded for approval.
Parent ALC 20180002

Child ALC Start Date End Date
20180011 2001-04-27 2001-12-31

Figure 8.6 Parent Child Relationship Confirmation (add/update)

When submitting a request to delete an existing Parent/Child Relationship request from
Figure 8.4, the Parent/Child Relationship Confirmation screen shown in Figure 8.7
will be displayed.

TPAC - Parent Child Relationship Confirmation

The followang Parent Child relationship request(s) have been deleted and forwarded for approval
Parent ATC 20180002

Child AT.C Start Date End Date
20180005 2001-05-01 2008-12-31
K| Help |

Figure 8.7 Parent Child Relationship Confirmation (delete)

Parent/Child Relationship Confirmation Function Buttons

“OK”

Returns you to the previous Parent Child Relationship Request Status screen as
shown in Figure 8.4.

“Help”
Displays help information for this screen.
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Section 9 Parent/Child
Relationship Information

This menu option will be available in a future release of IPAC.
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Section 10 Request Special
Requirements

There are certain fields on each Payment, Collection or Adjustment transaction that are
required in order for IPAC to process the transaction. Fields such as the Purchase
Order Number, Invoice Number and Detail Amount are required in order for the
Customer ALC to identify the transaction and classify it on their books. The current
IPAC required fields are listed in Appendix C. Only FMS is able to update the IPAC
required fields.

Agency Special Requirements information can be retrieved in three ways. You can

1. View a Customer ALC’s Special Requirements while entering a transaction, by
selecting the “Special Requirements” button from the transaction entry screens
as discussed in Section 1 — Payment and Collection and Section 2 — Adjustment.

2. Retrieve a report of Special Requirements, by selecting “Agency Special
Requirements” from the reports option on the IPAC Main Menu as discussed in
Section 5 — Reports.

3. Check the status of a Special Requirements request, using the “Agency Special
Requirements Request Status” button on the IPAC Main Menu as discussed in
Section 11 — Agency Special Requirements Request Status.

In addition to the IPAC required fields, you can, with FMS approval, make additional
fields required for your ALC. This will require any ALC submitting a transaction against
your ALC to provide the specific information you need to reconcile your accounts.

An Agency Request for Special Requirements must be approved by FMS before it takes

effect. This option allows you to submit a Request for Special Requirements to FMS for
their approval.

Accessing the Request Special Requirements Function

To access the Request Special Requirements function, log on to the IPAC System and
choose the IPAC option from the IPAC System Main Menu as explained in the
Introduction. The IPAC Main Menu is shown in Figure 10.1.
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GOALEN
Loan i Infra-govermmental Payment and Collection Systemn
reac o | aLc [Eoieoocz Click here Customer ALC |
RITS I === |F'a\_,lme-n1 == | ParentiZhild Fslat orship Information
RITES ADMIN I = |C-:-||a-:n-:-n ==2 | Request Specia Reguements
TRACS I = ]Ad}.lstmerrl == ! Apency Spacial Requirament Reguest Staus
TRACE ADMIM I = |EE‘|"." Cwlar == I Agency Billable Reaquest
PABSWOALD ! il |Inmnm-l-:—tt: Trarsactions ==}! Agency Billable Stanes
s Repors = = ] ifi
== (AR e — 3 ==* l Agency Request for ECA Trading Farmer Profile
==% |Fefrieve ReportTata Filkes R l Updete Agency Information
=== | Report Retertion Management == I Cisplay Messaoss
==2 | Requsst Parent'Child Relgiorship =5y ! Admin Processing Stetus
Figure 10.1 IPAC Main Menu
ALC

The first field on this screen is the Agency Location Code (ALC). This is the ALC of
your agency or of the agency for which you are doing business. Your Logon ID will
determine the ALC(s) for which you are authorized to do business within IPAC.

If you are only authorized to act on behalf of one ALC, that ALC will display in the ALC
data entry box.

If you are authorized to do business for multiple ALCs, those ALCs will display in a
drop-down list box for the ALC.

If you are authorized to do business for more than 25 ALCs, the ALC field will display
as a blank data entry box.

The ALC field is required and you must accept the ALC shown as a default, choose an
ALC from the drop-down menu or enter an ALC in this field.

Customer ALC

No entry is required in the Customer ALC field.

Once you have completed the ALC field, select the “Request Special Requirements”
button on the IPAC Main Menu as shown in Figure 10.1. This will display the Pending
Agency Special Requirements Request screen shown in Figure 10.2.
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IPAC - Pending Agency Special Requirements Request

ok Reiun To IPAC MainMers | Help

™ Pagnent
™ Colecton
o Adjusiment

DK, Reaturn To IPAC Main Maru ] Help

Figure 10.2 Pending Agency Special Requirements Request

Pending Agency Special Requirements Request Screen

Special Requirements may be requested for Payment, Collection or Adjustment
transactions.

Pending Agency Special Requirements Request Option Buttons

Each transaction type has an option button to its left. Clicking on the button will toggle
the selection on or off. These fields are mutually exclusive and only one may be
selected at a time.

Pending Agency Special Requirements Request Function Buttons

113 OK”
Displays the Store Agency Special Requirements Request screen for the

selected transaction type as shown in Figure 10.3.

“Return to IPAC Main Menu”
No data entered on the current screen will be saved to the IPAC database. You will
be returned to the IPAC Main Menu.

“Help”
Displays help information for this screen.
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Finished Return To IPAC Main Menu | Clear | Help |
Header line
|IPAC Fayment Transaction Fields +—

Required? Diata Element Start Date End Date Description
[v =] l | Detal Amount  |zo01-02-16 |z099-12-31 |
|N -] Nm:rct i |z001-04-27 |2099-12-31 |
|‘r‘ ~] | PayFlag |z001-04-16 |z099-12-31 |
|N -] Dj;gil:p?gtl;n |z001-04-27 |2099-12-31 |
[+ Bl & Niwngleljse Crtr |z001-04-16 |z099-12-31 |
[v =] L | Invoice Number |[z001-02-16 |2099-12-31 |

M= ACRM |z001-02-27 |2099-12-31 |
N =] Contact Name  |[2001-04-27 [2099-12-31 |
|N -] 145 Mutmher |z001-02-27 |2099-12-31 |
|N v| Nﬁn;ﬂ e It““|2001—04—2? |2099-12-31 |
|N v| leﬁmm |z001-02-27 |zo99-12-31 |

Ohbligati
|‘r’ -l Docmgna:rﬂ:gNmnber [z001-02-16 |2099-12-31 |
|‘r’ v| . | Quantity |z001-02-16 |zo99-12-31 |
Accounting
[n =] Classification Code [[2001-04-27 |2093-12-31 |
(ACLICD)
[N =] Contract Mumber |[z001-04-27 |2099-12-31 |
|Y =] | Unit Issus [z001-04-16 |2099-12-31 |
|Y =] . | Unit Price [z001-04-15 |2099-12-31 |
IN ~] FSH |zo01-04-27 [2039-12-31 |
|N -] DODAC |z001-02-27 |2099-12-31 |
|Y =] . | Department Code [z001-04-15 |2099-12-31 |
[N =] Job Mumber |z001-04-27 |z099-12-31 |
|‘r‘ -] L Aiiﬁﬁigﬁ;? |zo01-04-16 [2039-12-31 |
[n =] Aisgﬁxeé;ebﬁw [z001-04-27 [2099-12-31 [
|N v| Inhg;i;e;lﬁa;fws |zo01-04-27 [2039-12-31 |
Finished | Return To IPAC Main henu | Clear | Help |

Figure 10.3 Store Agency Special Requirements Request (Payment/Collection)
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IPAC - Store Agency Special Requirements Request

Finished ! Return To IPAC Main Menu | Clear i Help |
!IPAC Adjustment Transaction Fields
Required? | Data Element Start Date End Date Description
[v =] || Detail hmount  [2001-03-27 [z099-12-31 |
[n =] | S |z001-04-27 |eoss-12-31 (
Description
Finished I Return To IPAC Main Menu | Clear I Help |

Figure 10.4 Store Agency Special Requirements Request (Adjustment)

Store Agency Special Requirements Request Screen

With the exception of the header line in Figure 10.3, the Store Agency Special
Requirements Request screen is identical in appearance and functionality for both
Payments and Collections. Any data entry fields designated as an IPAC required field

for a payment or a collection will be denoted with an asterisk (*). These fields will always
be required.

The Store Agency Special Requirements Request screen is different for Adjustments.
You can only request an Agency Special Requirement for the Detail Amount and
Transaction Description fields as shown in Figure 10.4. All other fields on the
Adjustment Entry screen are populated from the original transaction, as shown in
Section 2 — Adjustment, Figure 2.6.

Store Agency Special Requirements Request Data Columns

Required?
This column contains drop-down boxes with “Y”es and “N”o choices. Choose Y if

you want the field to be required for transactions sent to your ALC, and N if you do
not want the field to be required. All IPAC required fields denoted with an asterisk
(*) must remain Y.

Data Element
This column specifies the field for which you are requesting a Special Requirement.
All data entry fields from the Transaction Entry screens will display in the data
element list.

Start Date
Date the Special Requirement is requested to start in YYYY-MM-DD format. For
new requests, the Start Date must be the following day (tomorrow) or later. Please
request the Special Requirement far enough in advance to allow your trading
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partner sufficient time to provide you with the new required information. For fields
that you want to change from N to Y, the Start Date will default to tomorrows date.

The date can be manually changed to a future date. The Special Requirement will
not be in effect until it is approved by FMS.

End Date
Date the Special Requirement is requested to end in YYYY-MM-DD format. The
End Date must be later than the Start Date. Default dates will display but can be
manually changed.

Description
This is an optional description of your reason for requesting the Special

Requirement.

Note: If an approved Special Requirement already exists, and a second is
submitted, the first one in effect is replaced by the new one. (i.e. The
start and end dates of the new request will replace those of the old one).

Store Agency Special Requirements Request Function Buttons

“Finished”
Submits the Special Requirements changes. Field changes from Y to N will be
processed immediately and do not require FMS approval. Field changes from N to
Y will be forwarded to FMS for approval as shown in Figure 10.5 - Pending Agency
Special Requirements Request Confirmation.

“Return to IPAC Main Menu”
No data entered on the current screen will be saved to the IPAC database. You will
be returned to the IPAC Main Menu.

“Clear”
Resets the data entry fields to their values the last time the screen was displayed.
No data is submitted to the IPAC database.

1] Helpﬂ
Displays help information for this screen.
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IPAC - Pending Agency Special Requiremenis Request Confirmation

Al A gency Special Reguirements that have been changed from "T" to "H" have been successfully processed. All
othets have been forearded to FIIS for approval.

Figure 10.5 Pending Agency Special Requirements Request Confirmation

Pending Agency Special Requirements Request Confirmation
Screen

The confirmation screen notifies you that your request for Special Requirements has
been successfully submitted to FMS.

Pending Agency Special Requirements Request Confirmation Function
Buttons

“OK”

Confirms that your request has been processed and returns you to the Pending
Agency Special Requirements Request screen so that you can enter additional
requests.

“Help”
Displays help information for this screen.
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Section 11 Agency Special
Requirement Request Status

This menu option is selected in order to obtain the status of a Special Requirement
request.

Accessing the Agency Special Requirements Request
Status Function
To access the Agency Special Requirements Request Status function, log on to the

IPAC System and choose the IPAC option from the IPAC System Main Menu as
explained in the Introduction. The IPAC Main Menu is shown in Figure 11.1.

GOALS
IEAE i Infra-govermmental Payment and Collection Systemn
IEAC ADMIN ; ALC BOis000z Cstomer AL |
RITS I e |F’a\_,lme-n1 Clle here == | FarentChild Flat orship Information
T e I — |C.;.||a-:u-:.n \: Request SpaciE Requ rements
TRACE ! =F ]Ad}.lstrrlarrl Agency Spacial Requirement Reguest Staus
TRACE ADMIM I = |Een'~ Cwlar == I Agency Billable Raquest
PAEEWIED ! =% ||nmm; ke Trarmsactions ==¢ | Acency Billable Stabus
F'spu:urls i i :
|Mmcr o e — E| == ! Agency Request for ECA Trading Farmer Profile
==% |Fefrieve ReportTata Filkes g ! Upderte Agency Infomation
=== | Report Retarfion Managemet == ] Cizpley Messages
==2 | Requsst Parent'Child Relgiorship =5 ! Fudmin Processing Status
Figure 11.1 IPAC Main Menu
ALC

The first field on this screen is the Agency Location Code (ALC). This is the ALC of
your agency or of the agency for which you are doing business. Your Logon ID will
determine the ALC(s) for which you are authorized to do business within IPAC.

If you are only authorized to act on behalf of one ALC, that ALC will display in the ALC
data entry box.

If you are authorized to do business for multiple ALCs, those ALCs will display in a
drop-down list box for the ALC.
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If you are authorized to do business for more than 25 ALCs, the ALC field will display
as a blank data entry box.

The ALC field is required and you must accept the ALC shown as a default, choose an
ALC from the drop-down menu or enter an ALC in this field.

Customer ALC

No entry is required in the Customer ALC field.

Click the “Agency Special Requirements Request Status” button as shown in Figure
11.1. This will display the View Special Requirements Status screen shown in Figure
11.2.

IPAC - View Special Requirements Status

Wiew Status_i Clear | Return To IPAC Main Menu | Help |
& ALC |z01s0002
Wiew Status l Clear | Return To IPAC Main Menu | Help |

Figure 11.2 View Special Requirements Status

View Special Requirements Status Data Entry Field

The only data entry field on this screen is the ALC field. If you entered an ALC on the
IPAC Main Menu, it will display in this data entry box. You can enter an ALC or change

the ALC already in the box.

View Special Requirements Status Function Buttons

“View Status”
Displays the current status of any Special Requirement requests for the specified
ALC as shown in Figure 11.3.

“Clear”
Resets the ALC field to its value the last time the screen was displayed. No data is
submitted to the IPAC database.
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Returns to the IPAC Main Menu.

“Help”

Displays help information for this screen.

IPAC - Agency Special Requirements Request Approval Status

Another ALC |

Return To IPAC Main Menu

| Help |
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|ALC iTransal:tiun Type |Data Element

|Descriptiun |Smrt Date !End Date |Smtus |Status Date Rejectic

20180002 [Callection

Contact Natne

IMust provide
natme for
future
reference.

2001-04-27

2099-12-31

A

2001-04-26

20180002 |[Collection

Contact Phone Number

Must provide
phone
nutnber for
future
reference.

2001-04-27

2093-12-31

2001-04-26

20180002 | Adustrent

Transaction Description

Prowide
reazon for
adjustment.

2001-05-01

2001-12-31

2001-04-26

20130002 |Payment

Contract Mumber

2001-05-15

2098-12-31

2001-04-26

Mot nece
time.

20130002 |Payment

Purchase Order Number

Please
provide the
Interagency
Aoreement
Number i1
this field.

2001-04-27

2099-12-31

2001-04-26

Another ALC |

Return To IPAC Main Menu

| Help I

Figure 11.3 Agency Special Requirements Request Approval Status

(The left side of the screen is shown above and the right side below. The entire screen
will not fit in most browser windows and you must scroll to the right to view the entire
contents of the screen.)
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roval Status
_ | Hein|

|Descriptiun |Smrl: Date !End Date |Status iSmtus Date [Rejection Explanation |Contact Name iPhune No.

Iust prowde
name for
future
reference.

2001-04-27 |2099-12-31 |A 2001-04-26 Jate Dioe (202) 874-8270

Iiust prowide
phone
number for  |2001-04-27 (2099-12-31 |A 2001-04-26 Jane Doe {202) E74-8270
future
reference.

" [Provide
reason for 2001-05-01 |2001-12-31 [P 2001-04-26 Jane Doe {202) 874-8270
adjustment.

Mot necessary at this

2001-05-15 |2099-12-31 |R 2001-04-248 e,

Jane Doe (202) 874-5270

Please
provide the
. |Interagency
Aoreement
MNumber i
this field.

_| o]

Figure 11.3 Agency Special Requirements Request Approval Status (continued)

2001-04-27 2099-12-31 (P 2001-04-26 Jate Doe (202) 874-8270

Agency Special Requirements Request Status Data Columns

ALC
ALC entered on the View Special Requirements Status screen.

Transaction Type
Type of transaction for which the Special Requirement applies. ALCs can have
different Special Requirements for Payments, Collections and Adjustments.

Data Element
Name of the data entry field for which the Special Requirement pertains.

Description
Description of the Special Requirement entered by the requesting ALC.

Start Date
Date on which the Special Requirement is to be effective.

End Date
Date on which the Special Requirement will no longer be effective.
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Status
Status of the FMS action for this Special Requirement request. The available
status’ are “A’pproved, “P”ending and “R"ejected. Only those Special Requirements
with an approved status are currently in effect.

Status Date
Date on which the Special Requirement status changed. If the approval date for the
Special Requirement follows the start date requested, then the effective date of the
Special Requirement will be the approval date. If the approval date precedes the
start date, the effective date will be the start date requested.

Rejection Explanation
If a Request for a Special Requirement was denied, this field will provide FMS’
reason for rejecting the request.

Contact Name
Name of the person associated with the Logon ID used to access the IPAC System
at the time the Agency Special Requirement request was made.

Phone No.
Telephone number of the person associated with the Logon ID used to access the
IPAC System at the time the Agency Special Requirement request was made.

Agency Special Requirements Request Status Function Buttons

“Another ALC”
Returns you to the View Special Requirements Status screen shown in Figure

11.2, where you may enter a Special Requirements Approval Status Request for
another ALC.

“Return to IPAC Main Menu”
Returns to the IPAC Main Menu.

13 Help”
Displays help information for this screen.

“Next”/“Prior”
Special Requirement Request Status lines are displayed on the screen five at a
time. If there are more than five Special Requirement Report status’ available, a
“Next” button will display and it will bring up the next five status’, or as many as have
not yet been shown. A “Prior” button will display as needed.
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Section 12 Agency Billable
Request

All 8-digit Treasury Disbursed ALCs are Billable by all other ALCs in IPAC. By default,
4-digit Non-Treasury Disbursed ALCs are Non-Billable but may elect to use the IPAC
system to send and receive IPAC transactions. By using the Agency Non-Billable
Request function, agencies can change their Billable status with specific ALCs or all
ALCs.

A status change may be requested for Payment, Collection or Adjustment transactions.
The request must be made for a specific time period. An ALC’s request for a change in
Billable status must be approved by FMS before it becomes effective.

To view the status of your Billable status request, use the “Agency Billable Status” option
on the IPAC Main Menu as discussed in Section 13.

Accessing the Agency Billable Request Function

To access the Agency Billable Request function, log on to the IPAC System and
choose the IPAC option from the IPAC System Main Menu as explained in the
Introduction. The IPAC Main Menu is shown in Figure 12.1.

GOALSN
Loan i Infra-govermmental Payment and Collection System
IEAL ALMIN ; ALC Boispoos Custormer ALC |
RITH I ilF’a\;mem ==% | ParentiChild Felat onship Information
RITS ADMIN I =2 |C|:-||Eu:n on === | Request Specd Requements
TRACE i ==k ]Ad}.lstrrlem == | Aoesncy Spacial Requirament Reguest Staus
TRACE ADMIM I = |z,a-p Cwlar ==> | Agency Billable Request
PLEEWIED ! =_=>|Im omgikte Trarsactions i! Agency Billable Stahes
ﬂﬁzf::fmml ReaTemare 3 i! Agency Request for ECA Trading Farmer Profile
== |Fefrieve ReportTata Filkes 1! Updete Agency Infomation
=_=>JF~‘:.-L--:H1 Reteriion Managemest __==_| Cisplay Messages
[==5|Request ParentChild Relationzhip == admin Processing Staus

Figure 12.1 IPAC Main Menu
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ALC

The first field on this screen is the Agency Location Code (ALC). This is the ALC of
your agency or of the agency for which you are doing business. Your Logon ID will
determine the ALC(s) for which you are authorized to do business within IPAC.

If you are only authorized to act on behalf of one ALC, that ALC will display in the ALC
data entry box.

If you are authorized to do business for multiple ALCs, those ALCs will display in a
drop-down list box for the ALC.

If you are authorized to do business for more than 25 ALCs, the ALC field will display
as a blank data entry box.

The ALC field is required and you must accept the ALC shown as a default, choose an
ALC from the drop-down menu or enter an ALC in this field.

Customer ALC

No entry is required in the Customer AL C field.
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Select the “Agency Billable Request” button as shown in Figure 12.1. This will display
the Billable Status Request screen shown in Figure 12.2.

add| Edit| Delete | Return To IPAC Main Menu | Help |

ALC ; 20180002

Select Pﬂ’é‘" D ‘R'allgte'i‘swn Date | End Date | p ‘ c ‘ A | RTB;}I'::“ Status ‘SmtusI
|r“ | nnnnnunn| 7 | D | 2001-04-28 | 2001-12-31 | v | N | ¥ | A | R | 2001-04
|r | 2n1snnn5| 9 | 0 | 2002-01-01 | 2002-12-31 | v | v | o | A | A | 2001-04
9 | 20180011 | 8 | 0 | 2002-01-01 | 2002-01-31 | N | N | ¥ | A | P | 2001-04
Add| Edit| Delete | Return To IPAC Main Menu | Help |

Figure 12.2 Billable Status Request

(The left side of the screen is shown above and the right side below. The entire screen
will not fit in most browser windows and you must scroll to the right to view the entire
contents of the screen.)

e ‘ p | C ‘ A |RTB$§“ Status ‘Smtus Date ‘ Fxplanation
T| ¥ | N | ¥ | A | R | 2001-04-27 | Tirne frame too long

?| vy | v | N | A | A |o00427 |

T| N | w | Y | A& | P | 20010427 |

Figure 12.2 Billable Status Request (continued)

Billable Status Request Screen

This screen is used to request a change in Billable status by adding a new request, or
editing and deleting an existing request.

ALC

ALC of the Agency requesting the Billable status change. ALC that was entered on
the IPAC Main Menu.
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Billable Status Request Data Columns

Select
Each request on the Billable Status Request screen will have an option button to
its left. Clicking on the button will toggle the selection on or off. These fields are
mutually exclusive and only one may be selected at a time.

Partner ALC
This is the trading partner with whom the ALC is requesting a change in Billable
status. If there is 00000000 in this column, then the ALC Billable Status applies to
all ALCs for the time period specified. If there is a specific ALC in this column, then
the Billable status relationship applies only to that ALC.

ID
System generated number for each Agency Billable Status Request.
Related 1D
ID number of the original Billable Request. This field allows you to trace the new
request back to the original request that was edited or deleted.
Start Date
Start date of the Billable Status change requested.
End Date
End date of the Billable Status change requested.
P
“P"ayment. A ‘Y’ in this column indicates that the ALC will accept payment
transactions from the Partner ALC.
c
“C’ollection. A ‘Y’ in this column indicates that the ALC will accept collection
transactions from the Partner ALC.
A
“A’djustment. A ‘Y’ in this column indicates that the ALC will accept adjustment
transactions from the Partner ALC.
Request Type
Code signifying whether the Billable Request was being “A’dded, “E"dited or
“D’eleted.
Status

Code signifying the status of the Billable Request. Available statuses are
“A’pproved, “P”ending, “R"ejected. Only those Billable Requests with an approved

status are currently in effect.
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Status Date
Date of the last status change to the Billable Request. If the approval date for the
Billable Request follows the start date requested, then the effective date of the

request will be the approval date. If the approval date precedes the start date, the
effective date will be the start date requested.

Explanation
If FMS rejects the request, they may enter a reason for display here.

Billable Status Request Function Buttons

“Add”
Select this button to add a new Billable Request. This will display the Billable
Status Entry screen shown in Figure 12.3.

1] Edit"
Select the option button beside the existing billable status you want to edit. By
selecting this button the Billable Status Entry screen shown in Figure 12.3 will
display. Only requests in a pending or approved status may be edited.

“Delete”
Select this button to delete a Billable request. Only requests in a pending or
approved status may be deleted. When a pending request is deleted, the Billable
Status Request Confirmation screen shown in Figure 12.4c will display and the

Billable Request will be deleted immediately. When you request deletion of an
approved Request, the Billable Status Request Confirmation screen shown in

Figure 12.4d will display and the request for deletion will be forwarded to FMS for
approval.

“Return to IPAC Main Menu”

No data entered on the current screen will be saved to the IPAC database. You will
be returned to the IPAC Main Menu.

1] Helpﬂ
Displays help information for this screen.

Document Date: May 07, 2001 12.5



IPAC Version 1.0 User Manual

Section 12 Agency Billable Request

IPAC - Billable Status Entry
OK; Clear_l Return To IPAC Main WMenu | Help |

ALC: 20180002

Partner ALC: |0 { Enter 0 for all )
Payment |Yes "i
Transaction Type : Collection Mo =

Adjustments I Yes I

Start Date : [2001-04-28

End Date: [z001-12-31

% Clear | Return To [PAC Main Menu | Help l

Figure 12.3 Billable Status Entry

ALC

ALC of the Agency requesting the Billable status change. ALC that was entered on
the IPAC Main Menu.

Billable Status Entry Data Entry Fields

Partner ALC

This is the ALC whose transactions you want to affect. Enter 0 if the requested
Billable Status should apply to all ALCs who send transactions to you.

All of these fields are drop-down menus with choices of Yes and No.

Payment e . )

_y_. An indicator of Yes means that you will accept that transaction type

Collection from the Partner ALC. An indicator of No means that you will not

Adjustments accept that transaction type from the Partner ALC. The indicators
may be changed independently for each transaction type.

Start Date

Date the change to Billable Request is scheduled to begin. It must be the next day
(tomorrow) or later and it must be entered in YYYY-MM-DD format.

End Date

Date the Billable Request is scheduled to end in YYYY-MM-DD format. The End
Date must be later than the Start Date.
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Billable Status Entry Function Buttons

HOKU

Submits the request for a change in Billable status to FMS for approval. However, if
you were requesting to delete a pending request, the deletion is processed
immediately and does not require FMS approval.

“Clear”

Resets the data entry fields to their values the last time the screen was displayed.
No data is submitted to the IPAC database.

“Return to IPAC Main Menu”
Returns you to the IPAC Main Menu.

“Help”
Displays help information for this screen.

Clicking the “OK” button will submit your request and the Billable Status Request
Confirmation screen shown in Figure 12.4a will display.

IPAC - Billahle Status Entry
K| Help |

The Agency billable status request has been submitted for FMS approval

Figure 12.4a Billable Status Request Confirmation

When adding a new request, if the new request overlaps an existing request, the
Billable Status Request Confirmation screen shown in Figure 12.4b will display with a

warning that you may need to verify your start and end dates.

IPAC - Billahle Status Entry

The &gency billable status request has been submutted for FMS approval. Your request
overlaps an exstng pending or approved relationship, Please verify start and end dates . Delete if
fIECEssary

Figure 12.4b Billable Status Request Confirmation
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When deleting a pending request, the Billable Status Request Confirmation screen

shown in Figure 12.4c will display notifying you that your request has been processed.
Deletion of a pending request does not require FMS approval.

IPAC - Eillable Status Entry

Your request for deletion has been processed

Figure 12.4c Billable Status Request Confirmation

When deleting an approved request, the Billable Status Request Confirmation screen

shown in Figure 12.4d will display notifying you that your request has been submitted to
FMS for approval.

IPAC - Billahle Status Entry

OKI Help |
The Agency hillable status request has been subrmtted for FMS approval

Figure 12.4d Billable Status Request Confirmation

Agency Billable Status Request Confirmation
“OK”

Returns to the Billable Status Entry screen shown in Figure 12.3 where you can
request another change in Billable status, or return to the IPAC Main Menu.

13 Help"
Displays help information for this screen.
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Section 13 Agency Billable
Status

All 8-digit Treasury Disbursed ALCs are Billable by all other ALCs in IPAC. By default,
4-digit Non-Treasury Disbursed ALCs are Non-Billable but may elect to use the IPAC
system to send and receive IPAC transactions. By using the Agency Non-Billable
Request function, agencies can change their Billable status with specific ALCs or all
ALCs.

A status change may be requested for Payment, Collection or Adjustment transactions.
The request must be made for a specific time period. An ALC’s request for a change in
Billable status must be approved by FMS before it becomes effective.

To request a change to your ALC’s Billable status, use the “Agency Billable Request”
function from the IPAC Main Menu as discussed in Section 12.

Accessing the Agency Billable Status Function

The “Agency Billable Status” function is used to review the status of Billable Status
change requests.

To access the Agency Billable Status function, log on to the IPAC System and choose
the IPAC option from the IPAC System Main Menu as explained in the Introduction.
The IPAC Main Menu is shown in Figure 13.1.

GOALS
Loan i Infra-govermmental Payment and Collection System
IEAC ADMIN ; aLC froisoooz Custormner ALC |
RITH I =5 |F'en;me-n1 ==% | ParentiChild Felat onship Information
RITS ADMIN I =2 |C|:-||Eu:n on == I Request Spena Requ rements

Click here
TRACE i ==>-]A-:Ij.|5trr|an1 ==}j Apency Spacial Requirament Reguest Staus

TRACE ADMIM I = |z,a-p Cwlar ==> | Agency Billable Request
PLEEWIED ! =_=>|Im omgikte Trarsactions == | Agency Billable Stans
ﬂﬁzf::fmml ReaTemare 3 i! Agency Request for ECA Trading Farmer Profile
== |Fefrieve ReportTata Filkes 1! Updete Agency Infomation
=_=>JF~‘:.-L--:H1 Retertion Managament __==_| Cisplay Messaoss
[==5|Request ParentChild Relationzhip == admin Processing Staus

Figure 13.1 IPAC Main Menu

Document Date: May 07, 2001 13.1



IPAC Version 1.0 User Manual
Section 13 Agency Billable Status

ALC

The first field on this screen is the Agency Location Code (ALC). This is the ALC of
your agency or of the agency for which you are doing business. Your Logon ID will
determine the ALC(s) for which you are authorized to do business within IPAC.

If you are only authorized to act on behalf of one ALC, that ALC will display in the ALC
data entry box.

If you are authorized to do business for multiple ALCs, those ALCs will display in a
drop-down list box for the ALC.

If you are authorized to do business for more than 25 ALCs, the ALC field will display
as a blank data entry box.

The ALC field is required and you must accept the ALC shown as a default, choose an
ALC from the drop-down menu or enter an ALC in this field.

You are only permitted to view the status of Billable requests for ALCs within your
authority.

Customer ALC

No entry is required in the Customer ALC field.

Click “Agency Billable Status” as shown in Figure 13.1. This will display the Agency
Billable Status Change Request screen shown in Figure 13.2.

IPAC - Agency Billable Status Change Request

Yiew Approved | Yiew All Status | Clear i Return To IPAC Main Menu I Help |
& ALC (20150002
Wiew Approved | Yiew All Status | Clear i Return To IPAC Main Menu I Help |

Figure 13.2 Agency Billable Status Change Request
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Agency Billable Status Change Request ALC Data Entry Box

The only data entry field on this screen is the ALC field. If you entered an ALC on the
IPAC Main Menu, it will display in this data entry box. You can enter an ALC or change

the ALC already in the box.

Agency Billable Status Change Request Function Buttons

“View Approved”
View approved requests for the specified ALC.

“View All Status”
View all requests, regardless of status, for the specified ALC.

“Clear”
Resets the data entry fields to their values the last time the screen was displayed.
No data is submitted to the IPAC database.

“Return to IPAC Main Menu”
Returns to the IPAC Main Menu without submitting the request for ALC Billable
status information.

1] Help”
Displays help information for this screen.

From the Agency Billable Status Change Request screen (Figure 13.2), select the

“View Approved” button to view approved billable status information as shown in Figure
13.3.

IPAC - ALC Billable Status
Another ALC | Return To IPAC Main Menu | Print | Help |

Partner ALC of 000D0000 means all

‘ALC !Parl:ner ALC |Payment|Cn]lection |Adjustment‘Smrt Date IEnd Date ‘Status ‘Appruved Date
jzoisoooz| aogsooos | v | v | W [2002-01-01 [2002-12-31 | & | 2001-04-27

Another ALC | Return To IPAC Main Menu | Print | Help |

Figure 13.3 ALC Billable Status View
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ALC Billable Status View Data Columns

The data presented on this screen is for information only. No changes can be made to
the information on this screen. If you would like to request a change to your ALC'’s
Billable status, you must use the “Agency Billable Request” option from the IPAC Main
Menu as discussed in Section 12.

ALC
ALC whose Billable status information was requested.

Partner ALC
This is the trading partner with whom the ALC is requesting an change in Billable
status. If there is 00000000 in this column, then the ALC Billable Status applies to
all ALCs for the time period specified. If there is a specific ALC in this column, then
the Billable status relationship applies only to that ALC.

Payment
A 'Y in this column indicates that the ALC will accept payment transactions from the

Partner ALC. A ‘N’ in this column indicates that the ALC will not accept payment
transactions from the Partner ALC.

Collection
A 'Y in this column indicates that the ALC will accept collection transactions from
the Partner ALC. A ‘N’ in this column indicates that the ALC will not accept
collection transactions from the Partner ALC.

Adjustment
A 'Y in this column indicates that the ALC will accept adjustment transactions from

the Partner ALC. A ‘N’ in this column indicates that the ALC will not accept
adjustment transactions from the Partner ALC.

Start Date
Date the Billable status change was requested to begin. If the approval date for the
Billable Request follows the start date requested, then the effective date of the
request will be the approval date. If the approval date precedes the start date, the
effective date will be the start date requested.

End Date
End date of the Billable status change requested.

Status
When selecting the “View Approved” button from the Agency Billable Status
Change Request screen, the approval status will always be “A’pproved.

Approved Date
Date FMS approved the Billable status request.
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ALC Billable Status View Function Buttons

“Another ALC”
Dislplays the Agency Billable Status Change Request screen shown in Figure
13.2, so that you can request to view Billable status information for another ALC.

“Return To IPAC Main Menu”
Returns to the IPAC Main Menu.

“Print”
Displays the IPAC print function facility. The Print function is described in detail in
the Introduction.

“Help”
Displays help information for this screen.

From the Agency Billable Status Change Request screen (Figure 13.2), select the
“View All Status” button to view the current status of all billable change requests for the
specified ALC as shown in Figure 13.4.

IPAC - ALC Billable Status
Another ALC | Return To IPAC Main Menu | Print | Help |

|ALC |Parl:ner ALC IPayment|Co]lection !Adjustment ISmrt Date |End Date ISmtus |Appruved Date

[zoizon0z| noooonoo | ¥ [ M | ¥ [2001-04-28 [2001-12-31 | R | 2001-04-27
[znizoo0z| 2018005 | ¥ | ¥ | W [2002-01-01 [2002-12-31 | & |  2001-04-27
[201z0002| z0t80005 | ¥ | ¥ | M [2002-01-01 20021231 | P | 2001-04-27
[20tz0002| 208001t | WO | N | ¥ [2002-01-01 20020131 | D | 2001-04-27

Anaother ALC | Return To IPAC Main Menu I Print | Help |

Figure 13.4 View All Status
View All Status Screen

This screen displays the current status of all Billable change requests for the specified
ALC.

View All Status Function Buttons

“Another ALC”
Displays the Agency Billable Status Change Request screen shown in Figure
13.2, so that you can request to view Billable status information for another ALC.
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“Return To IPAC Main Menu”
Returns to the IPAC Main Menu.

“Print”
Displays the IPAC print function facility. The Print function is described in detail in
the Introduction.

13 Help”
Displays help information for this screen.

View All Status Data Columns

The data presented on this screen is for information only. No changes can be made on
this screen. If you would like to request a change to your ALC’s Billable status, you must
use the “Agency Billable Request” option from the IPAC Main Menu as discussed in

Section 12.

ALC
ALC whose Billable status information was requested.

Partner ALC
This is the trading partner with whom the ALC is requesting an change in Billable
status. If there is 00000000 in this column, then the ALC Billable Status applies to
all ALCs for the time period specified. If there is a specific ALC in this column, then
the Billable status relationship applies only to that ALC.

Payment
A 'Y’ in this column indicates that the ALC will accept payment transactions from the

Partner ALC. A ‘N’ in this column indicates that the ALC will not accept payment
transactions from the Partner ALC.

Collection
A 'Y’ in this column indicates that the ALC will accept collection transactions from
the Partner ALC. A ‘N’ in this column indicates that the ALC will not accept
collection transactions from the Partner ALC.

Adjustment
A 'Y’ in this column indicates that the ALC will accept adjustment transactions from

the Partner ALC. A ‘N’ in this column indicates that the ALC will not accept
adjustment transactions from the Partner ALC.
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Start Date
Date the Billable status change was requested to begin. If the approval date for the
Billable Request follows the start date requested, then the effective date of the
request will be the approval date. If the approval date precedes the start date, the
effective date will be the start date requested.

End Date
End date of the Billable status change requested.

Status
The approval status of the request for a change in Billable status. This column will
contain “A’pproved, “P"ending, “R”ejected or “D”eleted. A Billable status is only in
effect once it has been approved by FMS.

Approved Date
Date FMS approved the Billable status request.
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Section 14 Agency Request for
EDI Trading Partner Profile

This menu option will be available in a future release of IPAC.
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Section 15 Update Agency
Information

Some contact information in the IPAC System is applicable to the entire ALC. ALC level
information is provided to IPAC from FMS’ Central Accounting System (STAR) and is
maintained by FMS on an ongoing basis. This information can be viewed, but not
edited, through the Update Agency Information option on the IPAC Main Menu.

IMPORTANT

To update ALC level contact information, send a written request
containing the ALC, new contact name, address, telephone number,
and effective date to:

Financial Management Service
Document Control Section
3700 East-West Highway

Room 600F
Hyattsville, MD 20782

There is also a provision in IPAC to provide a separate application level ALC contact for
any questions pertaining to the ALC’s transactions. A separate contact name and phone
number can be provided for the IPAC, TRACS and RITS applications. While logged into
the IPAC Application, only IPAC’s application level contact information will be displayed.
The ALC contact information (name and telephone number) for IPAC transactions is
entered and updated through this Update Agency Information function.

The same screen allows the ALC to update their Preferred Delivery Mechanism Code
and their Delivery Schedule for browser transaction deliveries.

Accessing the Update Agency Information Function

To access the “Update Agency Information” function, log on to the IPAC System and
choose the IPAC option from the IPAC System Main Menu as explained in the
Introduction. The IPAC Main Menu is shown in Figure 15.1.
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GOALSN
Loan i Infra-govermmental Payment and Collection Systemn
IPAC ADMIN | ALC Er0ispoos Customer ALC |
RITS === |F'a\_,lme-n1 == | ParentiZhild Fslat orship Information
RITES ADMIN = |C-:-||a-:n-:-n === | Reqguest Specd Regurements

TRACE ADMIMN

== | Zero Dolar - ==>| Agency Billable Request
| Click here —I = 4

|
|
TRACS I ==?JAd}.|stmerrl ==}! Apency Spacial Requirament Reguest Staus
|
|

PAEEWIRLD = |Im ompkte Trarsactions == ! Agency Billable Status
s Repors = o :
=z [ ==* l Agency Request for ECA Trading Farmer Profile
==% |Fefrieve ReportTata Filkes ] l Updete Agency Information
=== | Report Retertion Managenent === I Cizpley Messages
==2 | Request Farent'Child Reldionship == ! Admin Processing Stalus
Figure 15.1 IPAC Main Menu
ALC

The first field on this screen is the Agency Location Code (ALC). This is the ALC of
your agency or of the agency for which you are doing business. Your Logon ID will
determine the ALC(s) for which you are authorized to do business within IPAC.

If you are only authorized to act on behalf of one ALC, that ALC will display in the ALC
data entry box.

If you are authorized to do business for multiple ALCs, those ALCs will display in a
drop-down list box for the ALC.

If you are authorized to do business for more than 25 ALCs, the ALC field will display
as a blank data entry box.

The ALC field is required and you must accept the ALC shown as a default, choose an
ALC from the drop-down menu or enter an ALC in this field.

Customer ALC

No entry is required in the Customer ALC field.

Click “Update Agency Information” as shown in Figure 15.1. This will display the ALC
Information screen shown in Figure 15.2.
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IPAC - ALC Information

LIpdate | Clear | Return To IRAC Main Menu | Help |
ALC: 20180008 Agency Code : 18
- MARY AMNM ;
ALC Contact Mame: MLARTIN Cpen Date:  1997-09-19
ALC Phone Number: 0000002025749772 Close Date:
FINANCIAL : :
Address] : MANAGEMENT Reeésnei Delieiy M“hg;ff Browser =
SERVICE :
FINANCE
Address2: MANAGEMENT Delivery Schedule |None vi
BERANCH
. 3700 EAST-WEST :
Address3: HICHVEAT DO Symbol; X0012

City: ROOM 6F07-PGC 1
State: HYATTSVILLE MD

ZipCode: 20752

I Application Mame | First Mame | Last Mame | Fhone Mumber
| [PAC ‘ | ‘ | ‘ |
Update | Clear | Return To IPAC Main Menu | Helpl

Figure 15.2 ALC Information

ALC Information Data Fields Maintained by FMS

All of the data fields listed below are displayed for informational purposes only and may
not be edited on this screen.

ALC
ALC entered on the IPAC Main Menu. You cannot change the ALC on this screen.
If you would like to view ALC Information for a different ALC, you must return to the
IPAC Main Menu and enter a new ALC.

ALC Contact Name

Name of the primary contact for the ALC for all accounting questions related to the
ALC.

ALC Phone Number
Telephone number for the ALC Contact Name. There is no “mask” to automatically
format telephone numbers in IPAC. The telephone number will display exactly how
it was entered into STAR.
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Address1

w ALC mailing address.

Address3 Note: The mailing address is provided to IPAC from STAR
_Yg{t : and may not appear in the exact address field
Sl locations correctly as shown in Figure 15.2.
ZipCode

Agency Code

Unique identifier assigned to each agency.

Open Date
Date that the ALC was established in STAR.

Close Date
Date that the ALC was closed in STAR.

DO Symbol
Disbursing Office Symbol. The DO Symbol is automatically assigned when an

agency becomes an IPAC user. Each ALC has a unigue DO Symbol for each IPAC
application. If an ALC has multiple DO Symbols, each will display in this field.

ALCs that have already been assigned a DO Symbol in OPAC will continue to use
the same DO Symbol in IPAC.

ALC Information Data Fields Maintained by the ALC

Preferred Delivery Mechanism Code
Method by which transactions should be delivered to your agency. lItis a drop-down
menu and has options of Browser, Bulk File, EDI and MAIL. The default option is
Browser.

Delivery Schedule
This field is only relevant if your Preferred Delivery Mechanism Code is “Browser.”
It contains the schedule on which you would like transactions delivered to your ALC.
It is a drop-down menu and has options of None, Hourly and Dalily.

IPAC Contact Information

Each ALC can specify a different contact for each IPAC application. Fields are provided
on this screen only for the IPAC application contact name and telephone number. No
formatting will be applied to these fields. The data will be displayed or printed as
entered.

First Name
First name of the primary contact for IPAC application transactions for the ALC.
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Last Name
Last name of the primary contact for IPAC application transactions for the ALC.

Phone Number
Telephone number of the primary contact for IPAC application transactions for the
ALC. Since the IPAC application is distributed world wide, there is no “mask” to
automatically format telephone numbers in IPAC. Numbers will be displayed exactly
as entered. Since all telephone numbers should include the area code (or country
code for foreign exchanges), it is recommended that you use some formatting
characters to make the telephone numbers easier to read. A suggested format is
(202) 874-8270 or 202-874-8270.

ALC Information Function Buttons

“Update”
Submits the information entered to the IPAC database.

“Clear”
Resets the data entry fields to their values the last time the screen was displayed.
No data is submitted to the IPAC database.

“Return to IPAC Main Menu”
Returns to the IPAC Main Menu without processing any information.

13 Help”
Displays help information for this screen.

Click “Update” to submit your data. The ALC Information Confirmation screen shown
in Figure 15.3 will display. This confirms that the ALC delivery information and the
Application Contact information entered has been stored in the IPAC database.

IPAC « ALC Information Confirmation

The ALC information has b=en updated

Figure 15.3 ALC Information Confirmation
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Section 16 Display Messages

The IPAC System, and it's multiple components, contains facilities for displaying
messages to all ALCs or to select ALCs. The “Must See” messages are transmitted
system-wide to all users of the IPAC System, and may contain general instructions,
training announcements, new reporting requirements or other administrative information.
When you first enter the IPAC System, if there is a current “Must See” message, a text
box containing the message will display as explained in the Introduction.

There is an additional communication method available for displaying “Broadcast
Messages”. These messages are distributed to individual ALCs. In a future release of
IPAC, approval or rejection of a Parent/Child Relationship requests will appear as a
Broadcast Message, as will approval or rejection of Special Requirement requests.
These messages are viewed through the “Display Messages” function on the IPAC Main
Menu.

Accessing the Display Messages Function

To view Broadcast Messages intended for your ALC, log on to the IPAC System and
choose the IPAC option from the IPAC System Main Menu as explained in the
Introduction. The IPAC Main Menu is shown in Figure 16.1.

GOALSN

Ipar i Intra-govermmental Fayment and Collection System
IEAC BDMIN ! aLc poisponz Customer ALC |

RITS I == |Feq,lme-n1 == I FParentiChild Felat onshi p Information
RITE ADMIN l = |C‘u:-lleu:hu:-n - ==% | Request Speca Reqursments

Click here

TRACE ! =F ]r’nd}.lstrrlarrl == | Aogency Spacial Requirament Reguest Staus

TRACE ADMIMN I = |EE'|T~ Cwlar == I Agency Billable Request
PAESWORD ! =3 |I|'||:|]|'|'p|-:—[(-e Trarsactions == ! Agency Billable Stahes

=== | Fetriewe ReportData Files o ! Updete Agency Information
== ] Display Messaoes

==2 | Requkst Farent'Child Reldiorship == ! Admin Processing Staus

Fepors i = :
= [Bqency Special Reqursments X\=—!=} Agency Request for ECH Trading Farner Profile

=== | Report Retertion Management

Figure 16.1 IPAC Main Menu
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ALC

The first field on this screen is the Agency Location Code (ALC). This is the ALC of
your agency or of the agency for which you are doing business. Your Logon ID will
determine the ALC(s) for which you are authorized to do business within IPAC.

If you are only authorized to act on behalf of one ALC, that ALC will display in the ALC
data entry box.

If you are authorized to do business for multiple ALCs, those ALCs will display in a
drop-down list box for the ALC.

If you are authorized to do business for more than 25 ALCs, the ALC field will display
as a blank data entry box.

The ALC field is required and you must accept the ALC shown as a default, choose an
ALC from the drop-down menu or enter an ALC in this field.

Customer ALC

No entry is required in the Customer ALC field.

Broadcast Messages screen

After completing the ALC field, click on the “Display Messages” button as shown in
Figure 16.1. The Broadcast Messages screen, shown in Figure 16.2, will display.

Broadcast Messages
Ruium To P Maintaer |

IPAC Traring will be held on duly 23, 2001 from 200 AR - 3:00 P at PGMCI, Hyattsalle, D Room
714

Fatum To PAL Main Meru |

Figure 16.2 Broadcast Messages

You can print this message screen through your browser’s print facility.

Once you have viewed and made note of any Broadcast Messages for your agency,
click “Return to IPAC Main Menu.”
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Section 17 Admin Processing
Status

The Admin Processing Status function is new in IPAC.

GOALSN

Loz i Infra-govermmantal Payment and Collection System
IOAC ADMIN | aLc Boisoonz Customer ALT |

RITS I =5 |F'en_,lme-n1 =_=.‘?I FarentiZhild Felat onshi p Information
RITS ADMIN I = |C|:-Ilal:ul:-n i}] Request Speca Requ rements

TRACE o == | Adnstmant __==_}J Agency Spacial Requirement Reguest Staus
TRACE ATMIN I = |Egn- Dolar ==k | Agency Billable Request

Agency Billable Stahes

EASSWORL ! e ||I'|[|]|'|'$Z'HE Trarsactions

s Fepors
jlﬁqencr Specinl Reguiremenls j

Agency Hequest for ECA Trading Farmer Profile

==% |Fefrieve ReportTata Files Updete Agency Information

==
==3
-
=== | Report Retertion Managenment ==2 I Display Messages
==T !

==3 | Request Parnt Child Relionship Admin Processing Staus

Figure 17.1 IPAC Main Menu

To display information about transactions that have been processed by the IPAC
application, select the “Admin Processing Status” button from the IPAC Main Menu as

shown in Figure 17.1.

IPAC - Admin Processing Status Inquiry

Submit | Clear | Return To IPAC Main Menu | Help |

[PAC Selection Critenia

el |201EIDDDZ
Statrt Drate: I2DDl—D2—Dl End Date: |2DD1—04—30
Start Time: ID'?SD End Time: IDQDD

Submit | Clear | Return To IPAC Main Menu | Help I

Figure 17.2 Admin Processing Status Inquiry

Admin Processing Status Inquiry Data Entry Fields

ALC
ALC for which Admin Processing Status Information will be displayed.
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Start Date

Date that the search for Admin Processing Status Information is to begin. Enter in
YYYY-MM-DD format.

End Date

Date that the search for Admin Processing Status Information is to end. Enterin
YYYY-MM-DD format.

Start Time

Time that the search for Admin Processing Status Information is to begin. Enter in

military format. Military time is explained in the Introduction, and a time conversion
chart is included in Appendix G.

End Time

Time that the search for Admin Processing Status Information is to end. Enterin
military format.

Admin Processing Status Inquiry Buttons

“Submit”
Submits the request for Admin Processing Status Information.

“Clear”

Resets the data entry fields to their values the last time the screen was displayed.
No data is submitted to the IPAC database.

“Return To IPAC Main Menu”
Returns to the IPAC Main Menu.

“Help”
Displays help information for this screen.

Admin Processing Status Inquiry Resulis

Return Ta IFAC Main Menu | Frint | Help |
|T1'ans Date Trans Time !I\‘Iessage Logon Id |App Code
2001-02-15 12:06:32 EDI Trading Partner Profile Information [PAC
e Liat03
2001-04-15 10:59:32 The ALC 5697 has been closed [PAC
e Liat04

Return To IPAC ain Menu I Printl Help |

Figure 17.3 Admin Processing Status Inquiry Results
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Admin Processing Status Inquiry Results Data Entry Fields

Trans Date
Date the transaction was processed.

Trans Time
Time the transaction was processed. Displayed in military time.

Message
Displays a description of the transaction.

Logon Id
Displays the Logon ID of the person who submitted the transaction.

App Code
The application name in which the transaction occurred. All IPAC related
transaction information will be displayed with ‘IPAC’ in this column.

Admin Processing Status Inquiry Results Buttons
“Return To IPAC Main Menu”
Returns to the IPAC Main Menu.

“Print”

Click this to proceed to the IPAC print function. The Print function is described in
detail in the Introduction.

13 Help"
Displays help information for this screen.
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Appendix A Sample Reports

The following sample reports appear in this section:

Agency Special Requirements
HeadQuarters Transaction Download
CSV Format
TSV Format
Headquarters Transactions
All Payments Sent by Specific ALC
All Adjustments Received by Specific ALC
IPAC Transaction Report Download
CSV Format
TSV Format
IPAC Transaction Report Selection
All Collections Sent by ALC Sorted by ALC
All Payments Received by ALC Sorted by ALC
Totals Only Report for All Transactions Sent by ALC

Parent/Child Relationships Report for All ALCs
Predecessor/Successor Report for All ALCs
Treasury Reporting Requirements

Zero Dollar Transaction
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Agency Special Requirements

AGENCY SPECIAL REQUIREMENTS

Dot Elermen| Sian Date ErediDate  Transacton Typs Desdripdaon

Requirsments for ALC: ZO1S001

Contragi Mumbar QeaME01  1AV20EE Payment Prowichs he Interagency Agreement Mumbss in me Canract
Mumbar ald.

1 af 1 2R

Rapart Raquestad by Jane A, Doe _4_1_1_3_SpecialgancyRaqueements Repon od
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HeadQuarters Transaction Download

CSV Format
Parent ALC 20180002

Fars
2794,20180032, 204180005, Joe Anith, japs.doef Lpsa . gov, (202| 9749-

BETD, 30, 2, 4748/01, 4/30,01, &, , POE374E,  INTT44, 5, EL, 5,45, F, 201414, 20,,.,.0, 6325,
,Thia i1z ap exanpla of & peVmanc Cransaccion., P, 02300007, X003, , Jara &

Lom, (2023 E7d-

BETOr ey [ Lk R e P = P 1 L R P B B B e R I A I A o A R I
FArderarararrAvaravivraavia

2792, 201800032, 20180005, Jo& SMith, japs.doed ipea. gov, (E0Z| 274-

8270, 81,2, 4/43,/01, /30701, 1, ,POS374E, , IN7744, , 5, BL 3,16, F, ,201418,20,,,,,0, 6329,
.Thia is an exanple af & peymenc cran=saccion.,, B, 30000, BA0EA , , Jare Xk

Do, (2025 E7d-

B0y yara 1020, B, 15, 3610, O, T 5, 1610 O . B, v uvararaprararaprararaguprararagrs

BFEEH]
4111,80,2,%19,/01, /30501, 2, ,79211,,6142,, 1, T, 95, 95, F, , 201919, 20, ;, , .0, 106219, ,
Thi= i3 an exswple of the ind detail of A paswenr

tcamaection. ,  F 023 0O00E, ROO25,  Jane B Do, (2027 E74-
L

2793, 20160002, 20160005, kobece Jones, jene . dosBipes. gow, (202) E74-

4111, 60,1, 9 10/01, 4730701, Ly 35040, s 22374 ¢ Gr D2 L0L 60, F, » 01918, 80, ¢ » o o0 0OEI0, T
hi= i= snother sampls payment.,,F.03300003, X0023, ,Jsne L Do=, (202) 079

B T g v v F o TR TR R T A AT TR E A TR A T C A R T AT A A AT SR AT AR A TR AT
rara

2794, 20180002, 20180005, Joe 3nith, jars doeld ipsc . gov, (202] S749-

EETD, &0, &, 4713/01, 430,01, 1, , POS274E, , IN?TAL, 5. EA. 53,15, F, ,Z01418,20,,,,.,0, 6329,
¢Thim ix mn sxmople of = peymant trenescticn., P, 02300010, 20023,  Jece &

To=, (2023 E74-

BETO: v rara L0101 5 1610, Cr T 3, L1l O T Sarrnrararavmarararsarararramarararadrs
PR E A TAT R TR TAT R AT

2754, 20180002, 20480005, Taok Billiswe. jave. doeldipac. goav, [202] 974-

4iii,. 80,2, 4/18/01, /30001, 2, 99321, , 6142, , 1., 45,495, F, . £0143148, &0, ., ,,0, 108313, ,
Thiz 33 an a¥anpla of che 2nd detail of o pagwenL

trammmction. ., P, 02300010, R0033, , Jans i Dow, (2025 E74-

L B P I I P I
2795, 20100002, 20100005, Jo= Smith, jar=.doeld ipee. gov. (202] 879-

BZT0, 50,2, 4/13,/01, £/30501, L, ,POS3742, , IR7741, , 5, EA 3,15, F, 201418, 20,,, ,,0, 6325,
+This iz ap exesple of & PAVSSLG COANSACLLioT., B, DZ30001L 2O0ET, - Jare= 4

Do, (2021 BV4-

o T P P I e P P P R P
2795, 20100002, 20100005, Jack Hillisme, jane.doedipac. goy, 2021 OT9-

4111,%0,2,4518/01, 430501, 2, 79321, , 6142, , L. T0, 95,49%,F, 1014914, I0, ., .0, 108319, ,
Thi= is an awanple of the 3nd detail of a pasent
TEARSSSTLon. ,, F, 023300011, ZDD233, , Tane L To=, (2031 B73-

L P

2801, 23180005, 20180002 ,Jom Smaith, Jece dosell Lpms . gore, (202 B74-

BETO 15,2, 901901, #3001, L, ,POGF TR, TN TR, o 5, EAe D 3, T, (201910, 80, 4 o 0, 5323,
Collected cast over contcact price by £1,00 p=r unit.,, A, 32100001, KOA21,.,Jene A
Toe, (202) BY4—

B0, EZ10000], 20023, 9/ 18 0L AF 30/ 0L, 02300006, Py o ra v o d i a i a e o b i d P AR AR ATARATEA TS
T T AT AR AT T I P TITI A TR AT E T

201, 20160005, 20160002 , Tack H1liama, jsne . dosfipac, gou, (2027 E74-

4111,35, 8, 4739/01, 4750001, %, 79521, , 6142, , 1, T, 45, 10, P, , 201834, 20, ., ,,0,. 108319, ,
Adjustmant sxanples for documentation., A, 832100001, XK0S21, , Jene i Dow, (202} E74-
BZ7O,B2100001, ¥O023, 34 18/0L, 43001, 02300008, P rararrarararrarararrararararears
R T A AT PR TR AR AT AT AR A AT AT PR

2E45, 20180005, 20180002, Joa Svith, Jars.doed ipeo. gorr, (02| B7E-

BET0 10, 1,4/19,/01,4/30404 L, ,POGIV4E, ; THTTAL, , 5, Eh 3,30, Fr , 201418, 20, 54 40, 6325,
LCharges over agreed contract price by $2.00 per icew., K, S82100002, ¥0E21, ,Jans &
Toa, (3023 EVd-

B270, B2 100002, MI023, 4/ 16701, 4530/ 01, 02300006, P, 4 s ruruaroraraarararaararararears
FrrarrareraPEaTATaESeEAT ST IC R ST A AR ARRAT

2030, 23100002, 20100005, , Jan= . doell ipec . gov, , 80, 1,4/ 2401, 4/ 30/01. 1, 336353, , 12048
DB ER 10,60, F, (2010913, 20, ¢ 4 0, 35023731, , F, 02700013 ,X0023, ,Jane & [aoe, |302)
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HeadQuarters Transaction Download -- CSV Format (cont.)

" Z035, 20100003, 20100005,  cooyn, johasonBr 16, £oh . 0C @y, 85, 1, /25701, 4430701, 1, , B30
, 40700, , 05,88, 1,00, F,,201418,12,, .,,0,0503, . Text iog 4/25/01, Texti0g
4£35/01,C, 02300014, 20027, , Tovws L Tohusen, BO4-667-

Ll R T N F R R R PR F RN E S PR R E Y

2806, 20160008, 20180002, , cabye. JohRacnBEich. feb . orgy, , 2, 1, 4/ 25/01, 4/ 30401, 1, , 43805
1,,I20482, ,6,E4,10,2 F,, 201438,20,,, ,0, 7509981, , , b, B2100003, %0821, , Tanye L
Johmanm, 009537~

B300, BE 100007, 20023, 4/ 2400, 45905 0L 0230001, P, 4 rara s s rrsrararssrsrsrsraens

AR E e E A NP F R TR PR T F AT A T AT R R AT A AT RdT
—
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TSV Format
Parent ALC 20180002

ToamamctionIl Cripinatingdlc Customer AL ContactBame ContactFfmsiliddcess=
ConteacPhonefianer FUNEACY R UTE HipisroE lacall Inamus
Aooomplishediace  Aosountinghace Pecaillinefiumiber Contraccbhedier
Furcha=s=orderfunber CLIN  IrmolceMusber Requisitionifunber Quancity
Unitoflasus UnlcPrice  Detailfmouns PayF Leeg
BecaivecTeawsuryhccauntSynbol SenderToesxurpAccount S pmba |
Beceiverl=parcmentGod= AccountinghlessificatiooCods  BCRN
JobProjectiumbe=c JLMNumber FIR_Akh ADTNH Chligatinghocuresnt N uoher
ACT_Trecefmober  Desoription Hiscellap=ousInformsation
Transact ianTyps IPACDOowrencRatfe pepoeliiumas Aendechd ol L= -1 B
Tran=act ionCanCest Teanascoionloncacckbaone Vouskerbumber
CriginelloSymial O lginaliccompliahediat e O iginelAeEoubT i ngDacs
Criginellocumant Befscencelunber OraginelTearemctiooTypa SCLHunbhacl

SeLebitCredicf lagl SeLamounk ] SoLMwmberd  SGLPebitCredick lagn
AGLAwountE SGLHunbec® SELl=bicCreditFlagd AGLAnountd SELHunh=cd
HELDenitCradicl lagd ErLarmourtd  BEL0mebers: SGLDebitCradicFlagh
AGLAwountS JIGLNunkers SCliebicdredicFlage AGLAwounT s  ITLHunki=eT
JoLbehirCredicF lag? SfLavountT  SGNombecE AGLbebitCredicFlage
SCLAmountd  SACkmounci  SACALLlosancalcChacgelodicarord SRS RmouncE
SiCillowsncetclkmrgalndicatord SACkmountd
SACALlowanceCribarge Indicatord SACAm DNt
AACAL lowancelrCbargp=Indicatord SACAmonotS
HACALlowanceOrChare (ndicators EACmonnts
ALCALlowane el CharpeIndicarors BACK ounc?
FACillowancerCharge Indicatar? SRC ko ancE
SACALLowancaCeCkas ga lndicarorE SACKNOURTD
SiCillowsncedcChmrge lndicator® SACknountil
SACALlowsnceCribarge Indicatorld SACAmoantLl
SACALlowanceCrChargpeIndicatorll BACnonntls
ALCALlowansetrChar peIndicarorls BRACk ouncls
SACillowancelrCharge Indicatoris SACkHounTLd
SACillovaRcateChargalndicatorid SACAWOOECLS
Sitillowsncetclhnrgulndicatorls SACknountlE
JACALlowancelritargeIndicatorls SACAMountLY
SACALlpwanceCrChargendicatorly SACAmountla
BACALlowanceCrChargeTndicatorls BAC nnnnt19
ALCALlowansetrChar peIndicarorld BACk owczd
SACillowancerCharge Indicatorid SRCAEsnunCEl
SACillovanceteChargalndicatorid SACKNOURCIZ
Sitillowsnceatclhnrgulndicatords SACknount2s
JACALlowanceCribarge INOicatorid SACAMountL 9
SACALlpwanceCrChargendicatorid SACAmount2 S
SACALlowanceCrChargeIndicator2s

2801 Z0l9DdDs 20iEJ002 Joz Fmick Japs . doeflped. gov  |202] E4-EZTO 15
z 419,01 430401 1 POEST4Z IN7T41
5 Ek ] H ¥ 2014918 Z0
a £329 Calle=tmd comk crec contreck praca by {1.00 perc uwnitk.
A B 100001 ualanohl Jane & Doe=  |202) ATI-E2T0 Az 100001
o023 418501 9430/01 azIonaog P

IR0l ZOlsooos 10180002 dEck 0411sme jmne,dosfipac, goe (202) AT4-3111
P NN . -~ NSRRI 2| 11> SUSONORIS SSONOSUSOSERtr . RRHESNG = - - SRR
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HeadQuarters Transaction Download -- TSV Format (cont.)

™

104113
az1oog
q./18/0

2845 Z01300
i
5
a
A
Anoa3

2670 Z01am
k]
EL
SR4TEI
An0is

1010

26TE Zoiabd
H40
5
x]
TCANASCT 100,

4758  FO1300
2
5
a
025000

45 in P 201418 an 0
Adjustoent exsople £or docupsobmb oM. .3

o1 AO3Z1 Jane A Doe (20| OT9-3z270 BZ 100001 moza

1 tfa0sol 0z3 00008 F

{xl] 101E1003 Joe Fpich Japs. doeliped. oy [Z02| B74=EZT0 in
419/ 01 4/33/01 1 POGET4Z IN7T41

Ek 3 id ¥ 201418 z0

329 Cherga over ageeed CORTEAacT pElce by $2.00 par itam.

EZ 100002 TaEzd Junme A Dowm [202] 8T4-B2T0 2100003
4418/01 9430701 ggannang F

0= 2 0LE0nns Joz Fpith Jane= . doefipec. oy (2021 3T74-0000 40
G101 4530/01 1 FAS—9732 o L 1n
3 in F z01418 in (]
Exphgple of & pAYRELL TIANSSCTION, P panlack
Jane & bo=  jE2OZ] AT4-82T0
] io L1610 is igii < ik

14 20iB4005 Jack U11liams jane. doefipac . gow (202 AT4-4i11

2 47123001 4530001 z POBAEL [IEZT
™ 2 10 ¥ 2031418 20
[ [oa] Thia iz an example of & dpd detmil line in & payoeoh

P 0ozl ®oE] Jan= B Doe  (202) 0794-BITO
(x¥] 101E]005 Joe Fpich Japs. doeliped. oy [Z02| B74=EZT0 EO
4413/ 01 4/30/01 1 POGET4Z IN7T41
Ek 3 15 ¥ 201418 z0
329 Thia iz ah eHeEpla Of & PEVEENT COGNSRECioN. P
o6 EOa23 June h Daom {202| S7A-8270

oo o 13 1510 © T3 161l © Tl
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Headquarters Transactions
All Payments Sent by Specific ALC

Lirne Humibss Receiver Treasury Account Symiol

ALC 20180002
SEMNT BY ALC 20180002
Sterl Deta 20010001 End Date 200104124
Originaiing ALC Customer SALC  Docament Reference Summary Amourt PAYMENT
2HE000E 2BCONG H00EH §40.00
Accomplishaed Outa Accouring Dale Fumber of Detaiks)
4121 A3001 2
ALC Cordag:
Jana b Doa
Centact Phore
1202 B74-8270
Coniact Email
jpre.doedipac. pov

Sender Trassary Accounl Symbal

1 1418
Receiver Dept Code Purchaze Crder Humber Imvwoice Humbar
2 FME-4502 P35
Ctiigating Document Reference Fesquistion Mumber Conirast Mumber
CE4720
CLIM Jux Mumbar
ACTAlE roamba| ek {Projects Numbssr sty
1
Unit Prige Diatad Armnunt Pay Flag Uit ol etues G0 Sk
3300 §30.00 EA
ACRM Accounting Classification Coca FARAnAADEN DO Activiey Acdress Coda

Traresaction Conlact
Jioa Emeh

Contact Phons

1202] 87 4-0000
Trarssclion Descripliong

Esmrmpila al a paymant ransacion.

Miscallanems Informalion

1aof 29
Repor! Reguesied by Jane A, Doe

Document Date: May 07, 2001
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All Payments Sent by Specific ALC 20180002 (cont.)

SENT BY ALC
Serl Date 00D

Saandard Gensml Ledges (SEL) Infomation

Dbl SEL Ancoun ATOLg
oo §30.00
Q 2000
a 0.0

20180002
End [hafe 0014124

Ciedil SGL Acomn!

o

1610

1611

Amounl
.00

F15.00

S15.00

2 of 3%

Fepor Reguasied oy 2ang A, Doe

Document Date: May 07, 2001
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Headquarters Transactions
All Adjustments Received by Specific ALC

ALC 20180002
RECEIVED BY ALC 20180002
Sterl Deta 20010001 End Date 20010425
Originaiing ALC Coustomer ALC  Woucher Mumber Summary Amourt ADJUSTMENT
2HB0O0S 2H1B02 BZ100001 §15.00
Accomplishaed Outa Accouring Dale Fumber of Detaiks)
A1en A0 2
ALC Cordag:
Jana b Doa
Contas Phore
1202 B74-8270
Coniact Email
jpre.doedipac. pov

Lirses Humibsr Fecaiver Traasury Account Symiol

Sander Treasry Account Symbel

1 1418
Receiver Dept Code Purchaze Crder Humber Imvwoice Humbar
2 POERTHE BT
Cdigating Documeant Refierence: Resquistion Mumber Coniract Mumber
6329
CLIM Jux Mumbar
ACTAlE roamba| ek {Projects Numbssr sty
5
Unit Prige Dietail Amiount Pray Flag Unil of |seue D0 Syrmlsal
3300 25.00 F EA Hoa
ACRMN Accounting Classification Coce FErMARASDES OO0 Activiby Ackdre=s, Code

Traresaction Conlact
dir= Smsh

Contact Phons

(202187 4-0270
Traecsaclion Descriplion

Collacted cost ouar contract price by £7.00 par it

Pisgallanaous Infermalion

184
Ropor! Reguesied by, Tonya L, Johnson

Document Date: May 07, 2001
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Appendix A Sample Reports

IPAC Transaction Report Download
ALC 20180002
CSV Format

raTS

2794, 20180032, 20180005, Joe Snith, japs.doef Lpso. gov, (02| 9749-

B2T0, 30,2, 4°18/01, 430501, 2, ,POE3Y42,  IN7T41, 5, EL 3,15, F, 2014148, 20,,.,.0, 6329,
+Thia iz ap evenpla af @ peymant cransaction., P, CEE00A07, BA0ES, | Jara Xk

Low, (202 ETd-

(7o { o PR 1 o4 o P 0 - i . 6 1 T o R B o Y e R R O B P S

FATd e AT A TA TR A T AT AT AT AT
2792, 201800032, 20180005, Joe Snith; Jan=.doed ipea. gov, (02| B79-

BETOD, €0, 2,419,301, 4/ 30701, 1, ,POG374E, , IN7741, , 5, EL- 3,16, F, ,201418,20,,,,,0, 6329,
,This is ap exesmple of & pEUmeEnc cransaccion.,, B, 300008, X002, , Jares &

Toa, (2035 E7d-

L1010, b, 15, 3610, C, 7.5, 1611, C,7. 5

AEaavavaraewprs

reava

2792, 20100002, 20100003, Jack Williare, jane. doelipac. gov, 2031 979-

4111, 60,8, 4°18,/01, /30401, 3, , 7932 1; , 61492, ; L, T 95, 95 F, ; 200918, 20, ¢, , .0 105319,
This im an example of the ind Jetail of & pagwenr

toapsgstion., P 02100006, X023,  Jane K bos, (20231 B74-
o T T
2793, 20160002, 20180005, Robect Jones, jene . dowfipec.gowv, (2023 E74-

4110, 80,1, 4/10/00, 403001 Ly o 35040, ZE2T 4 ¢ Sp DT, L0 600 Ty ¢ G018 00, ¢ o 0080030, T
his 1= another sample payment. . P, 02300003, X00Z2%, ,dene & Do=, (202) 074

e N R T

rara
2054, BO1E0DGE, 20160005, Joe Snith, jar= _doef Lpec . gov, (202] S74-

EETD, &0, &, 4713/01, 430,01, 1, , POS274E ., IN?TAL, 5. EA. 3,15, F, ,Z01418,20,,,,.,0, 6329,
,This iz an mxemple of = peymant trsnssckicn., P, 02300010, %0029, , Jece &

Po=, (202 E79-

BETOr v para L0101 5 1610, Ce To 3 L0 1L Cu T Sarravrararavrararasrara Favrrararira radrd
PR E AR R TR TAP R AT

2794, 20180003, 20180005, Jaok Gillisws. jsve. doeldipac. gov, [202] 974-

4iii, &0, 2, 4748/041, 4/ 30504, 2, 99521, , 6442, , 1, T, 45,495, F, , 80149348, &0, ., ,,0, 1085439, ,
Thiz 33 an a¥anpla of che 2nd detail of o pagwenRL

trammmction. ., P, 02300010, R0033, . Jans i Dow, (2025 E74-

BETO,,, pa

Faragr

I
2795, 20100002, 20100005, Jo= Snith, Jap=.doeld Lpsc. gov, (Z02| O749-

B20, 50,2, 9/19,/01, £/30501, L, ,POSAT42, , INI741, , 5, EL 3,15, F, 201419, 20,,, ,,0, 6325,
+Thia is an exsoples of & payme=nt cranssccion.,, P, 02300011, BA0ET ,  Jawe= &

Do, (2021 BV4-

L T T 1 P I

2795, 20100008, 20100005, Jack illiams. jane.doelipac. oy, 2031 OT9-

4111,80,%,4/18/01, 430501, 2, . 79321, , 6142, , L. T, 95,495, F, 2014913, 0, ., .0, 106319, ,
Thi= 318 an =wanple of the 2nd detail of A pagwent
TEanaecTion. ,, F,02300041, E002%, , Tane L Do=, (203} E73-

Lo e
2801, 20160005, 20180002, Joa Snith, ece doell ipee . gav, (202 | BT4-

BETOr 15,5, 0 13001, 4730701, Le » POGF 74D ¢ » IRT TR Ly o S BAr D B, T v 801910 ¢ 800 gy o e 32T ¢ s
tollected cost OYVED GOOLCAGE price by £1,00 p=r unit.,,A, 02100001, KOO21.,dJe8ne A
Ina, (2027 BV

BZTOEE 100001, X0023, 9/ 1B 0L AF a0/ 0L, 02300006, P o s ravaiia racod id raeadraraia radia
T T TP TR F AP E AR AT IC AT T

2801, 20180005, 20180002, Jack Uiliana, jene . do=fipac. gow, (2027 B74-

4111315, &, 4/719/01, 4750001, %, 99301, 6142, L, T, 45, 10, P, , 2014943, 20, ., ,,0, 108319, ,
Adjustmant sxanple for documantation., A, 832100001, K0S21, , Jene i Dow, (2027 E74-
BZTO, B2 100001, ¥O023 , 3¢ 1601, &30/ 01, 02300008, P rurararrarararrararsrrarsrararrars
AT R TR PR E AT AP AT AT A AT EAT

2045, 20100005, 20180002 . Joe Svith, jap=.doel ipeo . gow, (202 ] BTE-

BETOD, 40,1, 4/19,/01, 4/230-01, L, ,POSST4E, , IA7TAL, , 5, BL, 3,30, F, , 204418, 20, ,,,,0, 6322,
LCharge over agreed CORNTEACT price DY $2.00 per icew., L, 82100002, ¥0E21,,Jans A
Toa, (3023 E7d-

B270, B2 100002, HI0Z, A7 168701, 490, 01, 02300006, B |, 1 ) rorsnrararssrsrarsssarararesrs
PR EaEsTaEEATATATIEEATIT A REST AT R AEEST

2090, 201A0002, 20100005, , Jan=.dosld L pes.go, , 60, 1, £/ 24401, 4/ 30/01, 1, . 336353, , I2048
Qa5 Eh 10,60, F, 201913, 20, ¢ o 0, 7502731, , P, 02300013, X0023, ,Jane L [oe, [2302)

Document Date: May 07, 2001 A.10
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IPAC Transaction Report Download CSV Format (cont.)

Z033, 20100002, 20100005,  cooys . johosonBr ich, £oh. org, , 85, 1, /25701, 4430701, 1, , Baon
,+A=0R, 05,88, 1,09, F,,201418,12,, ,,,0,8508,  Tezting 9/25/01, Te=t 10y
4435/01, €, 02300014, 20027, , Tovgs L Tohoscn, B04-E67-

Ll N Py N e F RN T PN S P N E ]

2806, 20160008, 20180002, , cakye. JohRacnBEich. feb . orgy, , 2, 1, 4/ 25/01, 4/ 30401, 1, , 43305
i,,T20482, , 6,E4, 10,2, F,, 201448, 20, ,,,,0, 7509984, ,, &, E2100003, R0821, , Tanye L
JohmEom, A04- 53 7-

BI0B, B2 100007, 30023, /24500, 45305 0L, 02300013, P\ 4 rura s rarrsrararssrsrs s raens

AR E E A R P E R TR A PR T F AT A T AT AR AT AT AT EdT

Document Date: May 07, 2001 A1l



IPAC Transaction Report Download
ALC 20180002
TSV Format

ToamamctionIl Cripinatingdlc Customer AL ContactBame ContactFfmsiliddcess=
ConteacPhonefianer FUNEACY R UTE HipisroE lacall Inamus
Aooomplishediace  Aosountinghace Pecaillinefiumiber Contraccbhedier
Furcha=s=orderfunber CLIN  IrmolceMusber Requisitionifunber Quancity
Unitoflasus UnlcPrice  Detailfmouns PayF Leeg
BecaivecTeawsuryhccauntSynbol SenderToesxurpAccount S pmba |
Beceiverl=parcmentGod= AccountinghlessificatiooCods  BCRN
JobProjectiumbe=c JLMNumber FIR_Akh ADTNH Chligatinghocuresnt N uoher
ACT_Trecefmober  Desoription Hiscellap=ousInformsation
Transact ianTyps IPACDOowrencRatfe pepoeliiumas Aendechd ol L= -1 B
Tran=act ionCanCest Teanascoionloncacckbaone Vouskerbumber
CriginelloSymial O lginaliccompliahediat e O iginelAeEoubT i ngDacs
Criginellocumant Befscencelunber OraginelTearemctiooTypa SCLHunbhacl

SeLebitCredicf lagl SeLamounk ] SoLMwmberd  SGLPebitCredick lagn
AGLAwountE SGLHunbec® SELl=bicCreditFlagd AGLAnountd SELHunh=cd
HELDenitCradicl lagd ErLarmourtd  BEL0mebers: SGLDebitCradicFlagh
AGLAwountS JIGLNunkers SCliebicdredicFlage AGLAwounT s  ITLHunki=eT
JoLbehirCredicF lag? SfLavountT  SGNombecE AGLbebitCredicFlage
SCLAmountd  SACkmounci  SACALLlosancalcChacgelodicarord SRS RmouncE
SiCillowsncetclkmrgalndicatord SACkmountd
SACALlowanceCribarge Indicatord SACAm DNt
AACAL lowancelrCbargp=Indicatord SACAmonotS
HACALlowanceOrChare (ndicators EACmonnts
ALCALlowane el CharpeIndicarors BACK ounc?
FACillowancerCharge Indicatar? SRC ko ancE
SACALLowancaCeCkas ga lndicarorE SACKNOURTD
SiCillowsncedcChmrge lndicator® SACknountil
SACALlowsnceCribarge Indicatorld SACAmoantLl
SACALlowanceCrChargpeIndicatorll BACnonntls
ALCALlowansetrChar peIndicarorls BRACk ouncls
SACillowancelrCharge Indicatoris SACkHounTLd
SACillovaRcateChargalndicatorid SACAWOOECLS
Sitillowsncetclhnrgulndicatorls SACknountlE
JACALlowancelritargeIndicatorls SACAMountLY
SACALlpwanceCrChargendicatorly SACAmountla
BACALlowanceCrChargeTndicatorls BAC nnnnt19
ALCALlowansetrChar peIndicarorld BACk owczd
SACillowancerCharge Indicatorid SRCAEsnunCEl
SACillovanceteChargalndicatorid SACKNOURCIZ
Sitillowsnceatclhnrgulndicatords SACknount2s
JACALlowanceCribarge INOicatorid SACAMountL 9
SACALlpwanceCrChargendicatorid SACAmount2 S
SACALlowanceCrChargeIndicator2s

2801 Z0l9DdDs 20iEJ002 Joz Fmick Japs . doeflped. gov  |202] E4-EZTO 15
z 419,01 430401 1 POEST4Z IN7T41
5 Ek ] H ¥ 2014918 Z0
a £329 Calle=tmd comk crec contreck praca by {1.00 perc uwnitk.
A B 100001 ualanohl Jane & Doe=  |202) ATI-E2T0 Az 100001
o023 418501 9430/01 azIonaog P

IR0l ZOlsooos 10180002 dEck 0411sme jmne,dosfipac, goe (202) AT4-3111
P NN . -~ NSRRI 2| 11> SUSONORIS SSONOSUSOSERtr . RRHESNG = - - SRR

Document Date: May 07, 2001 A.12
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Appendix A Sample Reports

IPAC Transaction Report Download TSV Format (cont.)

™ 45 10 P 201418 20 o
106313 Addjustment example for docupspbmbicn. A
Az 100001 ADAz1 dmns A Doe (202 STS-89270 B2 100001 e
4/18/01 tfz0/01 02300005 F

21845 ZOLA0DOOS 1D1EI001 Joe Swich  Jans. dosfipec.gov  |20Z) EPE-EETO 10
1 4413,/01 4/30/01 1 FOESTAE INTT41
5 Ek 1 10 ¥ 201418 &0
a gl Chercgs over agEeed CORTEACT pEice Dy §#2.00 paE icem.
i B2 100002 HIEE June L Dom  [202] @74-E2T &21000032
AONZA 414001 a4/ 30401 02300006 b

247E  Z01am00s 201E000S Joa Zpith Jmne. doeEipes . gay (2021 3T79-0000 40
z 312501 4.30/01 1 FAS-—9332 PIa=d in
EL kL an F Z01419 i o
SE4TE3 Expuple of & pavespn ©IAnsscnicn, F Io0E3 i
®O023 Jene & bo=  (E0E| S74-8270
i0a O o 1610 «© 1= tg11 < 15

2676 20180002 201E0005 Tack 011lians jEne. oosRipsc.gow (202) BT4-+111
40 2 712501 4530001 Z POBEEEL [IEZT
5 T 2 10 P 201418 0
a 0935 This 1= an exsmpla of & Jrd detatl line in s payment

trapssction. P 0ozl noza

Jan= B Toe  (202) BTI-BITO

4758 T0LI0O0Z 1D1EJ005 Joz Zwich Jape. dosBipes. gov  [Z02] B74-BET0 E0
= 4+-1a/01 4/30/01 1 FOBST4Z 741
5 Ek i L5 F eda14918 =0
a £329 Thiad 1z ah eHenpla Of & PRUVEENT CORNSEACTion. P
02300006 NOO23 June &k Dam (202| @74-8270
0o o 13 1510 © 7.5 1611 C© T8

Document Date: May 07, 2001 A.13
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Appendix A Sample Reports

IPAC Transaction Report Selection
All Collections Sent by ALC Sorted by ALC

ALC 20180002
SENT BY YOUR ALC
COLLECTION TRANSACTIONS SORTED BY ALC
Starl Dale  01/0161 Ergd Date  D4/25704
Origmadng ALC Cusiomes ALG  Doosment Refesence Humber Summery Amourd SOLLESTION
280002 201E05 CEN14 365.00
Accomplished Oabe  Accouning Dats Mumbar of Datails) Oviggnator D0 Symbal
426 4001 i X002y
ALC Comact Cordads Frone
Tarrya L Johraon BO4-E07 8508
Contact Email
Tonya johnson i ich IFMo.ong
Detail Humbsr  Recoiver Traasury Ascount Symesl Sender Tressury Account Symibal Ressivar Dapt Coda
1 21418 12
Punzhase Ciger Humbar Inuoics Phumoer
BGDE B50E
‘Ohiigating Document Reference Reguestion Humber Contract Mumber
BS0&
CLIM Jdas Mumbar
ACT{Trac Numbe) ok {Pregecty Mumbsy
ACRM Accounting Classhication Code FEMARAMDEN DOD Activiby Address. Cods
Q
Unil of Issua Oty Lirit Price: Dalal Amcart
=a a5 1.0 2060
Transaclion Conlact Conlaci Phone
Trameacban Cescnphon Miscellansous Informabon
Tessting 412341 Tasing 42571
Tof 1 IR
42501 Tesling
Repon Reguested by Tonya L. Johnson 1.0 1 1_SeniByAl 0810 rod

Document Date: May 07, 2001 A.14
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IPAC Transaction Report Selection

All Payments Received by ALC sorted by ALC
ALC 20180005

RECEIWED BY YOUR ALC

Orignadng ALC Cistomes SLC  Doosment Refesenoe Mumber Summary Amour  PAYMENT
20180002 201R000E s §a0.co

Accomplished Dabe Aifoiaiivg Dale Rumnbar of Dalails|

412m 42001 2

ALL Corbo

Jang A Dos

Contac! Phone

|20 BT4-0270

Conlacl Email

[aredaail pac. g

Detail Humbssr Receiver Treasury Scoount Symibol Sencer Treasury dccount Symbal
1 20418
Recaner Dopt Cods Purchase Crdar Mumber Invemioa Mummbsr

26 FMS-4502 PRED

Chligaling Cocumsanl Refarance Requistion Mumbar Coniracs Murmber
Ca4T20

CLim Jas imper

ACT{lrace umber| Job | Progect) Mumber Czrrbiy
Lt
Unit Prica Datall Amount Pay Flag unit of Issua D01 Symbel
o 2000 F EA
ACRM Bccounting Classhicanion Cooe F bl Al A A5 DOD Activity Address Cooe
a
Transactian Contact
Jiad Smih
Contact Phors
(202 BT4-0000
Trarsachan Descriphon Miscellanaous Information

Exarnple of a paymnent ransacien.

1of 29 47501
4125101 Testing
Hepor Hoguasted iy Tanya L. Johnson 1L1.0_1_1_RaranmdyaLCE20 rmod

Document Date: May 07, 2001 A.15
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IPAC Transaction Report Selection

Totals Only Report for All Transactions Sent by ALC
ALC 20180005

TOTAL OF TRANSACTIONS
FOR ALC 20180005
San Datec3001/01m End Data 200125
Transachons Sard ta ALC 20180002
IrerpicaiCalicions =500 (R
Faymant Ordar Ramibanos Aduics S 00
Bafjuctaanis
Agquirat Coflacliong Hooehad 200 R
Agnrat Payments Recewed S0.00
Grand Total 57000
1 ot 1 1251
A5 Tasting
Reporl Rsquestsd by: Tora L. Johnzon 1L2_F_9_&_Tod TransackorsSentByALC rod

Document Date: May 07, 2001 A.16
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Parent/Child Relationships Report for All ALCs

IPAC PAREMTICHILD RELATIOMSHIPS REPORT

Parent ALC:  ({006ER Copdact Mame: lpac B Supsrveor Corfact Phone: 3045570508
ahid ALD Sar Data End Dala Approval Date
1Mz 4B 4150 RN
00006471 A1 40300 S0

Parent ALC: 12380045 Cortact Mame: ipac B Suparvisor Contact Phana: 204697 -B608
Chid ALC Sarl Date Enid Diale Approval Dale
T5ENZIS 201 13731401 4R

Parent ALC: 14080001 Comtact Mama: Lari M Makla Corfact Phane;  202-874-8782
Child ALC Sl Dt End Cizis Approval Date
14080002 4150 1203101 4Ha

Parent ALC:  201BOODO2 Coriact Mams: Jana A Do Comiact Phana:  (202) BT8-2370
Child ALC Starl Deate End Duale Approval Dale
20880005 L1l 1310 Lhraloy ]
20800008 B AHIND Ll |
20480011 541 1HMH 423N

Parept ALC:  201B0030 Cerdact Mame: lrwin B Sanfiord Coreas Prone:. 202-874-0000
Chilc ALL Sarl Data End Dl Approval Dale
0000020 Ai260 B2 H2551

1of 1 426
TLJ 42601
Rt Regquestad by Tomya L. Johngon 1 3_0_1_1_Hesdouaarinkormalion mod

Document Date: May 07, 2001
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Predecessor/Successor Report for All ALCs

PREDECESS0R ! SUCCESSORALC'S

Predocasan ALD Sucisesor ALG Slai Dale
MO0 EE01483Z e
Q00 COODBETT 26001
OM0EET1 CODDEDGE 4G
12350045 COOGEE 130
101 42511
Zarmpée Raport for Appendix &
Repaort Raquesiad by Jang &, Doe 13008 1_PredacessorSuciess sl G rod

Document Date: May 07, 2001 A.18
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Treasury Reporting Requirements

TREASLRY REPORTIMG RECUIREMENTS

Collections
- The Collection sereen is used to input data required by customer ALC for billing purposes.

= The fields presented on the screen are nol restricted fo elements displayed. Trading
partners may wgree W use elements other than those stated (1.2, JAS No. may be used for
identification mumker).

- Mo edits are performed on the fields below the top section of the screen other than o
validate that data is present. At least one element or the description info area must
contain data fo complete a transaction,

- The deseription info area may be used o input additienal information related 1o a
particular bill as needed.

- [rata 15 not required for all figlds below the top section of the collection sereen, bt
must be supplied if requested by the customer.

-Instructions for Reporting OPAC transactions:

. B-digit ALCs (nonnnmnn (SF224 )
The net amount should be classified in Section 1, Column 3 as 3 disbursement or eredit
disbursement, whichever is applicable and included in Section 11, Line 1.

- A-digit ALCs (0000mnnn) (SF1219 1220}
The net amount should be reporied on Line 280 of the SF1219 and classified on the SF1220
in columm 11 a5 a dishursement or credit disbursement, whichever is applicable.

. DOD DESNs: (SFIZI9DD 1329
The net amount should be reported on Line 280 of the SF121% and classified on the DD 324
in column 111 as a disbursement or credit disbursement, whichever is applicable.

- Reter to OPAC User Guide for more detailed instructians,
Dvisburserments:

- The disbursement screen is used 1o make payments o agencies for goods amd services
ordered snd to transfer funds between ALCs.

= The fields presented on the screcn are not testricted to elements displayed. Trading
partners may agres to wse elements other than those stated (e, JAS No. can be used for
identification mumbers).

1 a1 2501
TLJ 42504
Rapart Raguesiad by: Tonya L. Johnson 13_0_4_1_TreasuryReg omingRagquinsmants iod

Document Date: May 07, 2001 A.19
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IPAC Version 1.0 User Manual
Appendix A Sample Reports

ELIMINATION | ZERC DOLLAR INF ORMATION
200H/05/01 THROUGH 2004 /0501

ALD Fusids Appropration Symbel  Troce Nurries Dt SGLAGIOUM  Amourt SGL Astaurt P
[D=t) [Dsbidy {Cradif) (Credith
124 OOF 38802 23400185 01 $0.00 $0.00
124 23400108 R [k S0.00 .0
1ocf 1 BT

Ropor] Reguesied Dy Jane A, Doe

Document Date: May 07, 2001
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Appendix B Table of Figures

Figure 1.1
Figure 1.2
Figure 1.3
Figure 1.4
Figure 1.5
Figure 1.6
Figure 1.7
Figure 1.8
Figure 1.9
Figure 1.
Figure 1.
Figure 1.
Figure 1.
Figure 1.
Figure 1.
Figure 1.
Figure 1.
Figure 1.18
Figure 1.1
Figure 1.2
Figure 1.3
Figure 1.4
Figure 1.5
Figure 1.6
Figure 1.7
Figure 1.8
Figure 1.9
Figure 2.1
Figure 2.2
Figure 2.3
Figure 2.4
Figure 2.5
Figure 2.6
Figure 2.7
Figure 3.1
Figure 3.2
Figure 3.3
Figure 4.1
Figure 4.2
Figure 5.1
Figure 5.2
Figure 5.3
Figure 5.4
Figure 5.5
Figure 5.6
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Acrobat View of @ REPOI...........oeiiiiiiie e 1.16
ACTODAL File IMENU. ...t e .17
ACTODAL PriINt MENU ...t eneee e 1.18
Window “Save As..." DIalog DOX .......c.ccoveieiiiiiiiieeiiee e 1.19
SECUNLY LOGON SCIEEN ...ttt e e e earee e 1.19
SYSIEM MESSAQES ..o, 1.21
IPAC System Main MENU SCrEEN.........coccuiieeiiiiieeesiiee et 1.22
IPAC MaiNn MENU SCIEEM ......uvvveeiiiiiee e et e e eiieee e e eitee e e e snaee e e e snsaeeessnneeeeans 1.23
IPAC MaIN IMENU ...ttt e e a e e et e e e e e e e e ennaeaeennnes 11
INValid ALC EITOr MESSAGE .......vvveiiiiieiiieeiieeesiiee ettt 1.2
PaymMeNnt ENMIY ......ooo e 1.3
Payment Entry Screen BUuttonS...........ccoceee, 14
SGL Payment ENtry SCreeN ... 15
Payment REVIEW SCIEEN.........ccoiiiiiiiiiiiiee et 1.6
Special RequiremMents SCrEEN .......c.uevviiiiiiiee e 1.7
Payment Entry Function Buttons with “Cancel Detail”............ccccccccecveeenn. 1.7
Payment Confirmation SCreeN ...........cccoieeiiiiiiiiee e 1.8
IPAC MaIN IMENU ...ttt e e e e et e e e et e e e e nnaeaeennnes 2.1
Payment/Collection Transaction LOCALOr ...........ccocveeiiieeiiiiee e 2.2
Transaction Not Found Error MESSage.........couvueeeriiiiiiieiiiee e 2.3
Payment/Collection Detail Selection.............cccveeeeiiiiiee e 2.4
Adjustment Review Detall ... 25
AdJUSTMENT ENIY .o 2.6
Adjustment CoNfirMAatiON ............eviiiiieiee e e 2.9
1 O Y= TE g I 1Y = o L RS PRRSR 3.1
Zero Dollar ENtry SCIEEN......covviiie e sieee e e 3.3
Zero Dollar ConfirmMation ............eeeeeiiiiee i 35
IPAC MaIN IMENU ...ttt e e e e a e et e e e e e e e e e nneeaeennnes 4.1
Incomplete TranSACHONS .........ciiiiiiiie e 4.2
REPOIt REQUESE ..o 52
ReEPOrt STALISHICS ... 5.2
Report Request Which Produced NoO Data............cccceeviiieeeiiiiiiee e 5.3
IPAC MaIN IMENU ...ttt e et e e e e e s e e e e e e nnnes 5.4
IPAC Main Menu with REPOItS MENU...........ceeviiiiiiieeiiiiiee e 5.4
Agency Special Requirements Report Request..........cccovcveveeviieeeeeennenn. 5.6

B.1



IPACVersion 1.0 User Manual
Appendix B Table of Figures

Figure 5.7 HeadQuarters Transaction Download Report Request............ccccceeeennn. 5.10
Figure 5.8 HeadQuarters Transaction Download Report Statistics...........ccccevvuveee. 511
Figure 5.9  UNKNOWN File FOIMAL .........ccoviiiiiiiiiie e 5.12
Figure 5.10 HeadQuarters Transactions Report REqUESL............ccccocveeriieeiiieeniinenns 5.13
Figure 5.11 IPAC Transaction Download Report Selection............ccccceeviieeniiieniinenns 5.16
Figure 5.12 IPAC Transaction Download Report StatistiCS ..........cccovveeriiieeiiieeniinenns 5.17
Figure 5.13  UnKnown File FOrMAL ..........coociiiiiiiiiiie e 5.18
Figure 5.14 IPAC Transaction Report Selection ...........cccoueviiiiiiiiie e 5.19
Figure 5.15 Parent/Child Relationships Report Selection.............ccccoccveeiiiiieeeccnnen. 5.21
Figure 5.16 Predecessor/Successor ALCs Report Selection .........ccceevevvcviiieeeeeennn, 5.23
Figure 5.17 Treasury Reporting Requirements Report Selection...............cccceeevinnen. 5.26
Figure 5.18 Zero Dollar Transaction Report Selection..........cccccceveeviiieeeiiiiieee s 5.27
Figure 6.1  IPAC MaIN MENU ....coeiiiiiiiieiiiiee ettt et e e e e e snnaeeeens 6.1
Figure 6.2 Retrieve Report/Data Files...........ccooiiiiiiiiiiiiiiie e 6.2
Figure 6.3 Report/Data File LiSt............coouiiiiiiiiiieeiie e 6.3
Figure 6.4  RepPOrt StAtISHCS ......coitiieiiiieiiie et 6.5
Figure 7.1 IPAC MaIN MENU .....ooiiiiiiiiiieiiieesiie et siee ettt st be et sne e 7.1
Figure 7.2  Report Retention Management ALC ENtry ........cccccovveeeiiiieeeeeviiee e 7.2
Figure 7.3  No Reports Meeting the Criteria ..........ccccvveeeiie i 7.4
Figure 7.4  Report Retention Management............cccvveieeiie e iicciiiiieeee e e e e 7.4
Figure 7.5 Reports Flagged for Deletion ...........cooiiiiiiiiiiiiiee e 7.6
Figure 7.6  Purge Report Data Files Confirmation.............ccccoveuiieeiiiiiee s 7.6
Figure 7.7  Purge Report Data Files Completion Confirmation ...........ccccccccvvevviiennnns 7.7
Figure 8.1  IPAC MaIN MENU .....coiiiiiiiiiiiiiee ittt 8.1
Figure 8.2 Parent Child Relationship ReqUESL............ccocceiiiiiiiiiie e 8.2
Figure 8.3  Multiple ALCs for Initial ReqUeSt EITOr..........ccevviieiiiieiiiie e 8.4
Figure 8.4 Parent Child Relationship Request Status...........ccccooveriiieeiiieeiiiee e 8.5
Figure 8.4 Parent Child Relationship Request Status (continued) ..............ccccecveeeene 8.5
Figure 8.5a Parent Child Relationship Add/Update Details (add) ............ccccvvveeeereennnn, 8.7
Figure 8.5b Parent Child Relationship Add/Update Details (update) ..........cccceevivvvernne 8.7
Figure 8.6  Parent Child Relationship Confirmation (add/update).............ccccceevivvvennne 8.9
Figure 8.7 Parent Child Relationship Confirmation (delete) ............ccccceeviiveeiiiinnenns 8.9
Figure 10.1  IPAC MaIN IMENU .....cciuiiiiiiieiiie ettt eiiee sttt eesneeeseneea 10.2
Figure 10.2 Pending Agency Special Requirements Request...........ccccovveeiieeenineens 10.3
Figure 10.3 Store Agency Special Requirements Request (Payment/Collection) .... 10.

Figure 10.4 Store Agency Special Requirements Request (Adjustment).................. 10.5
Figure 10.5 Pending Agency Special Requirements Request Confirmation.............. 10.7
Figure 11.1 IPAC MaiN MENU ....coeiiieieiiiiiiiieeiee e e e e ceciteeee e e e e e s eeararee e e e e e e e e e snanraeeeeaeeenan 111
Figure 11.2 View Special Requirements Status.........cccccceeeeviiiiiiiieeee e ee e 11.2
Figure 11.3 Agency Special Requirements Request Approval Status ...........c..c....... 11.3
Figure 11.3 Agency Special Requirements Request Approval Status (continued).... 11.4
Figure 12.1  IPAC MaIN MENU ....coeeiiiiieeeiiiiee e esiiee e e et e e sieee e e s sneee e e e snnaee e s enaeeeesenneeas 12.1
Figure 12.2 Billable Status REQUEST..........c.cooiiiiiiiieiie et 12.3
Figure 12.2 Billable Status Request (CONtINUEM)..........ccovueeiiiieiiiiiiiee e 12.3
Figure 12.3 Billable Status ENLrY ........cccoiiiiiiiiieeiiie e 12.6
Figure 12.4a Billable Status Request Confirmation .............ccccoccvvveeiiiieee v, 12.7
Figure 12.4b Billable Status Request Confirmation ...............ccccvieieeeeee i 12.7
Figure 12.4c Billable Status Request Confirmation ............cccccccvvieieeeieeeiiiciiieecee e 12.8
Figure 12.4d Billable Status Request Confirmation ...........cccccevvvveeeeiiiieeessiieeee s 12.8
Figure 13.1  IPAC MaIN MENU ....coiiiiuiiiieiiiiiie e esiiiee et e ettt e e e e e s snne e e e s annneeas 13.1
Figure 13.2 Agency Billable Status Change ReqUeST..........ccccvvvveveeiiiieeesiiieee e 13.2

Document Date: May 07, 2001

B.2



Figure 13.3
Figure 13.4
Figure 15.1
Figure 15.2
Figure 15.3
Figure 16.1
Figure 16.2
Figure 17.1
Figure 17.2
Figure 17.3
Figure D.1
Figure D.2
Figure D.3
Figure D.4
Figure D.5
Figure D.6
Figure D.7
Figure E.1
Figure E.2
Figure E.3
Figure E.4
Figure E.5
Figure E.6
Figure E.7

Document Date: May 07, 2001

IPACVersion 1.0 User Manual
Appendix B Table of Figures

ALC Billable Status VIEW ..........ccoiiiiiiiiiiiieeiee e 13.3
VIEW All STATUS .....eeiieiiiiiee ettt e e 135
IPAC MAIN IMENU ..ottt e st e e et e e s snnreeeeens 15.2
y IO [ 1] 2 =1 1T o R SER 15.3
ALC Information Confirmation.............cooceeereiriieee e 155
[PAC MAIN IMENU ....iiiee ettt et et e e e st e e e e nnneea e e snsraeeeens 16.1
BroadCast MESSAQgES......cccuuiiiiiieiiiie ettt 16.2
[IPAC MaIN IMENU ...ttt e e e e e e e e e e enraeeeens 17.1
Admin Processing Status INQUINY........coocueeeeiiiieee e 17.1
Admin Processing Status Inquiry RESUS...........ccoovvvciiiieiiee e, 17.2
Netscape Navigator® Menu Bar..........ccccuvveiiiiiiee i D.1
Netscape Navigator® Edit MENU ..........cceeveiiiiiieiiiiiiee i D.1
Netscape Navigator® Preferences/Navigator Dialog Box...........c..ccee... D.2
Netscape Navigator® Preferences/Applications Dialog BoxX .................... D.3
Netscape Navigator® Edit Type Dialog BOX........ccccoviiieiiiiiiiiieniiieiieens D.4
Netscape Navigator® Security Warning Dialog BOX.........c.ccocceeviiieeninenne D.5
Microsoft Internet Explorer® File Download Dialog BOX............ccccevveeeee. D.6
IES Enabling CooKieS--Step ONE........cccuvieeiiiiiee e E.2
IE5 Enabling CookiesS--Step TWO.......cvvveiiiiiciiiieiiee et E.3
IE5 Enabling Cookies--Step Thre€ ..., E.4
IE5 Enabling CoOKI€S--Step FOUN ........ceeeiiiiiiiieeeiiiee e E5
Netscape Enabling Cookies--Step ONe..........ccceeviiieeeeiiiieeeesieee e E.6
Netscape Enabling CooKieS--Step TWO.......ccueveeiiiiieeeiiiieeeeseee e siieee e E.7
Netscape Enabling Cookies--Step Three...........cccvvveeiiiieiiieenieeeeee E.8

B.3



IPACVersion 1.0 User Manual
Appendix B Table of Figures

This page intentionally left blank.

Document Date: May 07, 2001 B.4



IPAC Version 1.0 User Manual
Appendix C IPAC Required Fields

Appendix C IPAC Required

Fields

Payment and Collection Transactions

ALC ContactA

Contact Telephone Number 4
Contact E-mail Address A
Originating ALC A

Customer ALC

Amount

Obligating Document Number*
Purchase Order Number*

Adjustment Transactions
ALC ContactA

Contact Telephone Number A
Contact E-mail Address A
Originating ALC A4

Customer ALC

Zero Dollar Transactions*
ALC ContactA

Contact Telephone Number A
Contact E-mail Address A

Invoice Number*

Pay Flag*

Quantity

Unit Price*

Unit of Issue*

Sender Treasury Account Symbol (Appropriation)*
Receiver Department Code*

Amount

Original IPAC Document Reference Number
Original Accomplished Date

Original Accounting Date

Originating ALC A
Customer ALC

A system generated based on user profile
* fields that will be required in IPAC but were not required in OPAC
** zero dollar transactions are a new transaction type implemented in IPAC
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Appendix D Configuring
Netscape Navigator® to save
PDF files

If your Netscape Browser does not give you the option to save a .PDF file to disk, you
will need to reconfigure this file type in Navigator. Select Edit from Netscape’s Menu
Bar.

H#% GOALS Main Menu - Netscape

File Editw Go Communicator  Help

oW 2 \3 D 2 @ < 8 B W
i Back Fearins & e — p  Print Security Shop Stop J
o w‘ Bookmarks A Netsm;l CIICk here [ =] 1" what's Related

Figure D.1 Netscape Navigator® Menu Bar

A drop-down menu similar to that shown in Figure D.2 will display.

}Tj'l:ln-ut Gtakiskeos - Metscape
Fila BN viea Go Commurncaior  Halp

“f’t a b < F B 3B
i Gmmrh  Hejor Pl Secalp  Shoo V
- *| G517 whal's Related
i e Select o . Rk
ooy (9 TieSte B Thecsaur Bl Mook S Seargler (3 Googe 2§ Channelr

FndinPaja.. CHsF
Semch |nbensi

i helenu Halp
e Hla}
Kumber of pages in
report;
Output Format: FOF =

i Petur To IPAC Main beny | Halp

IEc:-:-iFi

i

Figure D.2 Netscape Navigator® Edit Menu

The “Preferences” command on the Edit Menu displays a Preferences dialog box as
shown in Figure D.3
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GOALS Main Menu - Metscape

Wiew Go Communicator Help

Fil=  Edit
Back Eanmard

Preferences

[ %‘ " Bookmarks Categony: _ ] ﬁv Wwihat's Relat
e = Appearance _ : ecify the home page location
.. Fonts = | ——
GOALSII - Colors — Mavigator starts with
E=- Nawgatol " Blank pag Select
e * Home page
e tr 15 for
~Srhat Blawsig ' | ast page visited L oo
B AR [#- Mail & Newsgroups —Home page ised that
[#- Roaming Access i : .
Clicking the Home buttor will take pou bo this page. ke and/or
BEITS [+ Composzer ;
[#- Offline Location: 3
[H- Advanced s
EITS ADMIN Usze Current Page | Browse. .. | e
— Hiztary f:atwn
TRACH : i ; i i
History is a list of the pages you have previously visited. o _%E‘tams
ar browser
FPages in hiztary expire after: Ig daps Clear History |
TRACE ADMT
e T — L. -
o r— Location B ar History 8
P& S SWORD Clear the list of sites an the location bar; Clear Location Bar | me];‘%
* Qi -k . _? = =
b = o
= QK I Cancel | Help | .

ﬁx" AR o e SR ' ' T
Figure D.3 Netscape Navigator® Preferences/Nawgator Dlalog Box
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In the Category window, choose Navigator/Applications and a Description window will
display as shown in Figure D.4

it: Aapord Stattics -

Ele Eck Wew Go Conmunicatol Hep

a o B 4 2 m S & @ @
i Back Sormmd Fedoad Home Samphy  Melicape  Pank S_H:ul'u_ Shoo 15
G Bookmaie ) ke p— I5 =] @ whats Fieleted
G Bl seesc Bl s &l T Chaniat:
e ——
i =Fonlz
| Retum To [PAC Mai | | Cosee
e Lo = Mawgeho
i L .
Mumber of pages in ol hm, Click here
report: | /- Sna Browsing ik A cabad Fonns Dacumed
; ¥ Ml b Hesegrouces Birkobe Winbbup Phigin B
Output Farmat; [F el ek ety J
- Conposer LIFF
OK| Retum To [PAC May - |+ DFin: AL It ot Messenges Launch
 Ad d OAT Iniacg
L |
- Filn bypen chbs
E jlznsors
MIME Tupe  spp stionpd_pac
Hendled By - PROGAAM
ot ]| el | bew |
e S e e P |

Figure D.4 Netscape Navigator® Preferences/Applications Dialog Box

In the Description select AcroRd32 File (or AcroRd16 File) and click Edit.
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The Edit Type dialog box will display. Leave all of the options as you find them with the
exception of the “Ask me before opening downloaded files of this type” box. Click this
box to insert a check mark.

He Edl Wewm Go Comvwmcakr Help
T T SR T S - |
i iBath.  Fod Fakiad  Howe  Geach  Mescape el Seouady  Shop iy
et el P e | o] € s e
OB osaeer BEaaec B [i Chemrak:

o e T = :s::2:1s ;|
pm e A B e ey A les

_n_bﬂ Hetum To IPAC it Cakrs #eoroFlc Pl

F ".ML;::;MDC Mo Type..
Number of pagesin | Bppedn Exeno
report: Srret B
: MIME Ty ETDETINENEY 000000 Aanova
Output Format: £ Ml Pl =
B &Aoo AES [ ) loe i MIME =7 the mtgning cefaul fos s fls sammiors
= i Cornpoes
kel Ratum To [PAC har | - D e
B At od £ Hea
1 G o Dkl
& Arposhor 1[:'.Pm-:ra1'| Fisbdnbens orabat LI Fee
BV,
™ Ak me before npandg domricaded fes al this e
gl
ok | Carvcal | Halp
w0 I : ; . ST S A
Figure D.5 Netscape Navigator® Edit Type Dialog Box

Click “OK” to save your change and close this dialog box, and “OK” again to close the
Navigator/Applicator dialog box. This will return you to the main Netscape screen.
The next time you choose a PDF file as your output option from a Report Statistics
screen, you should see the Security Warning dialog box referenced the in Introduction

and shown in Figure D.6.
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mity hazaed here

Figure D.6 Netscape Navigator® Security Warning Dialog Box
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In Microsoft’s Internet Explorer you cannot accidentally configure the MIME type for PDF
files only to open without the option of being saved. The option “Always ask before
opening this type of file” is dimmed and the check mark cannot be removed from the
“File Download” dialog box for .pdf, .exe or .com files.

a Report Statistics - Microzoft Internet Explorer

I File Edit “iew Favorites Tools Help

‘@.»-@fsﬁ@@Q%-w.

Back Famard Stop  Refresh  Home Search Favortes  History I ail Frint Edit

| Address |&] hitp: el ais21 4APAC/

oK Beturn To IPAC ain Menu | Help |
Number of pages in report: 1 SR
Chutput Format: IPDF

“r'ou have chosen to download a file from this location.

OKl Return To IPAC kain kMenu | a342F1 7e from elaiz214

What would pou like ta do with this file?

€ Open this file from its current location

o sk

¥ &lwas ask before opening this tipe of file

ok I Cancel HMore Info

Figure D.7 Microsoft Internet Explorer® File Download Dialog Box
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Appendix E Configuring
Browsers to Accept Cookies

What are Cookies?

A cookie is a file sent to a web browser by a web server. It is used to store information
about users and their preferences so the server does not have to repeatedly request the
information. When the browser requests additional files, the cookie information is sent
back to the server.

The name “cookies” comes from "magic cookies" which are tokens used in the UNIX
operating system. (An alternate theory is that the name comes from the story of Hansel
and Gretel, who marked their path through the woods by dropping crumbs along their
trail.)

Session cookies reside in your computer's memory until you close your browser. Long
term cookies are written to your hard drive. Cookies can store information that you enter
during your browser session, but they cannot read information stored in your computer.

Cookies are simple text files and cannot execute programs on your computer. You can
use a text editor to view cookie files. In Netscape® Communicator 4.75, the file is called
cookies.txt and is located in the same folder as Netscape. Macintosh users can find it in

the Netscape folder in the System/Preferences folder. Internet Explorer creates
separate files for each cookie and stores them in folders named Cookies or Temporary
Internet Files.

What are the IPAC System Cookie Requirements?

The IPAC System Cookie Policy, as stated on the IPAC System Main Menu is:

Cookie Policy: The Department of Treasury, Financial Management
Service Application web sites require and use a cookie for maintaining a
connection. This session cookie contains a system generated ID only, is
stored in memory and automatically deleted when your browser is closed.

Long-term (written to your hard-drive) cookies are also used to maintain
optional preferences. These cookies only contain such preference
settings; they do not contain uniquely identifying information and are not
used for tracking purposes.

To access the IPAC applications, cookies MUST be enabled. The default value for

most browsers, including Microsoft® Internet Explorer 5 and Netscape®
Communicator 4.75, is that cookies are enabled. If you receive a error message
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regarding cookies when trying to access the IPAC applications on the Internet, check
your browser settings to be sure that cookies are enabled.

If you or your agency are uncomfortable with having cookies enabled in your browser,
you may choose “Prompt” as your cookie setting in Microsoft Internet Explorer 5.0 (see
Figure E.4) or “Warn me before accepting a cookie” in Netscape Communicator 4.75
(see Figure E.7). You must still accept any cookies sent by the IPAC applications, but
the warning will remind you of your cookie setting when you are accessing other sites
through your browser. (This warning can quickly become irritating, so use this setting
only if required by policy.)

Controlling Cookies in Microsoft® Internet Explorer 5

To configure your cookie settings, open Internet Explorer and from the menu bar, select
Tools > Internet Options as shown in Figure E.1

B | Ga o |- ooy

paach  Fotbe:  Hidoy Ml Frint Edi

Farscalzs .
Eisd . [30gwm | e Click here b
L) Chisriek = =

[ i b bz
(0 Links

I Hads

0 ot L peteny
&IPS Login on 714

AN

]1T.hen click here |

FigureE.1 |E5 Enabling Cookies--Step One

On the Internet Options window click the Security tab as shown in Figure E.2
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Figure E.2 IE5 Enabling Cookies--Step Two
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On the Internet Options Security window click the Custom Level button. As shown in
Figure E.3.

Intesmet Options BHE

General Seounlby |D:-ntart| Emnal:ij-:ﬂ:zl F‘n:ngamtl ﬂ.d‘fmmd]

Select & &E carten! zone Lo specily ity securib setlings:

O @

[MVEERIEN I Truzled sies Razhictad
gitEs

Local intramel

[ged - Thi 2one containg 2l w'eb shes that )
I B} arean pow orpanization's inranat

Securh, leud Forthis zore
Move the ide o et the zecurby [=vd for this zore
3 | - Medium
-5 efa beowzing end 20l fanction:

" -Pomots bebore dorenloading poberbaly uraafe conbent
-Unzgred Achuel coniiok vwall nat be downloaded

- |- -Apponizte fonmo niemel gies
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[ ok | camest | ool |

Figure E.3 IE5 Enabling Cookies--Step Three
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In the Settings window:

1) Scroll down to the Cookies area.

2) Inthe "Allow cookies that are stored on your computer" section, choose
“Enable,” or “Prompt.”

3) Inthe "Allow per-session cookies (not stored)" section, choose “Enable,” or
“Prompt. “

4) Click “OK” to close the Security Settings window.

{ Inteinet Dphons EE|

Gemne=ral Sacurily 1 |:|:r||u'|l| Enrrlu:ljl:rl:l F'l:gram:] .l‘fl.d'rarl:uﬂl
|

B ! _— . o
= Secunily 5etlimge b Kl E

% Sellings:

Ir g E::]: = / 1) Scroll down

Oy Puorngt

o [ cookie:

L i &1 al i

=} o Cookies B are stoned an pour conmpuber

- ) Dizzble

Sec @ Enatle o 2) Select Enable or Prompt
2 Promgt

= | & Alow percestion cookiss (Mo g

£ Disable

2 ® Eratle
) Prorngt

715 Dowrloads

’ 1% Fim dresbad

1

Ae=et curiom sellirgs

/ 3) Click

| Besttx [Medumion

Figure E.4 IE5 Enabling Cookies--Step Four

Click “OK” to close the Internet Options window.
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Controlling Cookies in Netscape® Communicator 4.75

To configure your cookie settings, open Netscape Communicator and from the menu
bar, select Edit > Preferences as shown in Figure E.5

2 < & 0O B

Homa  Gerch Metiospe  Frint  Seouiy Bt -
el wla TR - — . . — . ol T e el
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eystem monitored and reconded by system personnel and is adwsed that if such manitonng reseals
EITS ] possible evidenca of unaithonzed access unauthonzed use andfor cnmina aclivity,such e dence may

be prosded & ks enforcement officials .

HE R | 18 U5, Cods 2510

TRACE | Cookie Palley: Tha Dapariment of Tressury Financld Managemant Sstdca Application ek slies
require and use 8 cockis for mantaining a connection This session cookie contans & system generated
TRACE ADMIN ] I oy is stared |0 manncey @d automaticall! dekdad whan wour bowsse (s clossd
Long-termiwritten to wour hand diwe) cookiss are lso usedto mairtain optional prefersnces Thesa
DAEEWDORD | cookies onky contan such preference sattings;they do ot contan uniguely identifing information and

are ot usesd for tracking pumposes.

Figure E.5 Netscape Enabling Cookies--Step One
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In the Preferences window, click the Advanced category as shown in Figure E.6.

Preferences

LCategany:

- Appearanice
. - Fonts
i - Colors
=1 Mavigator
- Languages
- Applications
- Smart B roEing
I b ail & Mewzgroups
|- Roaming Access
|- Composer
- Offline
- Advanced

o —

—Mavigator startz with

]|

Specify the home page location

™ Blank page
&+ Home page
" Last page visited

—Home page

Clicking the Home buttan will take you to this page.

Location:; |http: /A fedweb. frb. go

IJze Current Page Browse. ..

Click here

Figure E.6
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= Hiztomny

Hiztary iz a lizt of the pages pou have previously vizited.

Fages in higtory expire after: |'| dang Clear Hiztary

— Location Bar Hiztary

Clear the list of zites on the location bar: Clear Location Bar

Ok, Cancel Help

Netscape Enabling Cookies--Step Two
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In the Preferences, Advanced window, under Cookies select “Accept all cookies” or
“Accept only cookies that get sent back to the originating server” as shown in
Figure E.7.

Preferences

Categarny:

=l Appearance preferences that affect the entire product

R

- Fonts

¢ e Colors

= Mavigatar W Automatically load images

- Languages V¥ Enable Java

i e Applications .

§ Ear e ¥ Enable JavaScipt

P o Smart Browsing

F_'J Mail & Mewsgroups ¥ Enable JavaScript for Mail and Mews
[l Roaming Access ¥ Enable style sheets

[#- Composzer _

- Dffline ™ Send email address as anorwmous FTF password

5|

- dvanced

— Coakies

—N:' Accept all cookies

‘! Accept only cookies that get zent back to the onginating sereer
™ Djzable cookies

Click here (also) if you
need notification of P wamn me before accepting a cookie

cookies.
3

Then click here P [k Cancel Help

Figure E.7 Netscape Enabling Cookies--Step Three

Click “OK” to save your new configuration and close the Preferences window.
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Appendix F Roles and
Functions

IPAC Application User Roles and Functions

User Role Function Performed

IPAC Reports - Display Messages

Access to the following reports:
Agency Special Requirements
Headquarters Transaction Download
Headquarters Transactions
IPAC Transaction Report Download
IPAC Transaction Report Selection
Parent/Child Relationships
Predecessor/Successor ALCs
Treasury Reporting Requirements
Zero Dollar Transaction

Retrieve Reports/Data Files (future release)

Report Retention Management

IPAC User Same access rights as the IPAC Reports role, plus
- Payment

Collection

Adjustment

Zero Dollar

Incomplete Transactions

Agency Special Requirements Request Status

IPAC Supervisor Same access rights as the IPAC Reports role, plus
- Agency Billable Request

Agency Billable Status

Request Special Requirements

Agency Special Requirement Request Status

Request Parent/Child Relationship

Update Agency Information

Bulk File Submitter - Submit bulk IPAC transactions

- Display Messages
Access to Bulk Confirmation/Rejection Report
Retrieve Reports/Data Files (future release)
Report Retention Management

IPAC System Log - Admin Processing Status
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Appendix G Military Time
Conversion Chart

Military Time Conversion Chart

24 hour clock 12 hour clock
(Military Time)
0100 1:00am
0200 2:00am
0300 3:00am
0400 4:00am
0500 5:00am
0600 6:00am
0700 7:00am
0800 8:00am
0900 9:00am
1000 10:00am
1100 11:00am
1200 12:00pm
1300 1:00pm
1400 2:00pm
1500 3:00pm
1600 4:00pm
1700 5:00pm
1800 6:00pm
1900 7:00pm
2000 8:00pm
2100 9:00pm
2200 10:00pm
2300 11:00pm
0000 12:00am

*Transactions, reports and data files will be time stamped Eastern Standard Time.
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Appendix H Transaction Field
Lengths

Transaction Field Lengths

Transaction Data Entry Field Field Length
Account Classification Reference Number (ACRN) | 12
Accounting Classification Code 16
ACT (Trace Number) 15
CLIN (Contract Line Item Number) 6
Contact Phone 17
Contract Number 17
Cross Reference Document Reference Number 8
Detail Amount 14
DOD Activity Address Code 15
FSN/AAA/ADSN (Fiscal Station Number) 8
Invoice Number 22
JAS Number 30
Job (Project) Number 20
Miscellaneous Information 320
Obligating Document Number 17
Purchase Order Number 22
Quantity 12
Receiver Dept. Code 2
Receiver Treasury Account Symbol 21
Requisition Number 15
Sender Treasury Account Symbol 21
Transaction Contact 60
Transaction Description 320
Unit of Issue 2
Unit Price 19
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Appendix | Glossary of Terms
and Acronyms

Accounting Classification Code The code or number which identifies a project or
mission and is supplied to the biller by the customer on the original request for
goods or services.

Accomplished Date The date an IPAC transaction was successfully processed by the
IPAC System.

Accounting Date The last date of the month during which date a transaction was
processed through the IPAC System.

ACT (ACcounting Trace Number) A user assigned identification number which enables
back end systems to match-up transactions.

ACRN (Account Classification Reference Number) Identifies a line of accounting on a
contract.

Adjustment Transaction initiated by the recipient of a payment or collection to remedy
an incorrect or erroneous transaction. Adjustments can only be used to reduce
(adjust down) the original transaction amount, and may only be processed
against a payment or collection that is 90 days old or less.

Agency Federal Government Agency

ALC (Agency Location Code) A 3-digit (Regional Finance Centers), 4-digit (Non-
Treasury Disbursing Offices) or 8-digit (Treasury Disbursing Offices) identifier
assigned by FMS for Treasury reporting purposes. The first two digits on the 8-
digit ALC identify the department or agency, the third and fourth digits identify the
particular bureau within the department, and the remaining four digits identify the
particular agency account section within that bureau.

Appropriation Symbol Former name of the Treasury Account Symbol.

Browser A software package used to display documents on the Internet. IPAC supports
both Microsoft Internet Explorer and Netscape Navigator.

CLIN (Contract Line Item Number) The number of an item specified within a contract.

Collection Originator of the transaction collects funds from their trading partner.
Initiated as an unsolicited transaction by the ALC to collect funds from the
Customer ALC.

Contact Phone The complete telephone number (including country code if outside the
US and area code) of the transaction contact.

Contract Number Unique number used to identify a contract between two trading
partners. This is a new field.

CSV (Comma Separated Values) (comma delimited) A file format that separates data
fields with commas. The character data is usually surrounded by quotes. This
file format is frequently used to import and export data between different
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programs.

Department Code The first 2 digits used in Federal Account Symbols and Agency
Location Codes that indicate the department reporting transactions. A complete
listing of Department codes (also called Agency Code or Agency Index Code)
appears in the TFM FAST BOOK at www.fms.treas.gov/fastbook/index.html.

Detail Amount The amount entered by the user on the detail section of the transaction

screens. IPAC does not automatically calculate this amount from the Quantity
and Unit Price fields; however, the Quantity multiplied by the Unit Price MUST
equal the Detail Amount.

DO Symbol (Disbursing Office Symbol) Automatically assigned when an agency
becomes an IPAC user. Each ALC has a unique DO Symbol for each IPAC
application (IPAC, TRACS and RITS).

Document Reference Number The number that is automatically assigned to a
transaction when it is accepted by the IPAC System. It will be a sequential
number assigned by DO Symbol. This number, when combined with a DO
Symbol number will be unique.

DOD Activity Address Code (Department of Defense Activity Address Code) Identifies
a Department of Defense activity location.

EDI (Electronic Data Interchange) The computer-to-computer exchange of routine
business information using a standardized format.

EDI Trading Partner A business that has agreed to exchange business information
electronically.

FMS (Financial Management Service) The U.S. Government'’s financial manager, central
disburser and collections agent as well as its accountant and reporter of financial
information. FMS is a bureau of the Treasury Department.

FPA (Federal Program Agency)

FSN (Fiscal Station Number) An accounting station, a subdivision of the ALC.

GOALS Il (Government On-Line Accounting Link System II) GOALS Il is the system that

allows FMS to receive agency accounting data and forward it to various systems
within FMS for final processing and to distribute agency accounting reports.

HTML (HyperText Markup Language) The document format used on the World Wide
Web.

Invoice Number The identification number of the Invoice sent by the Biller listing the
services rendered.

IPAC (Intra-governmental Payment and Collection System) An Internet based GOALS Il
application for inter-agency transactions.

JAS Combination of Job Order Number, Accounting Classification Record Number, Site-
ID (site identifier of processing center).

Job (Project) Number Can also be the Project Number.

Logon ID The 8 alphanumeric characters assigned to the user to uniquely identify that
user.

Miscellaneous Information An optional field for storing additional information about a
transaction.
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Obligating Document Number The billing agency’s internal accounting document
associated with a specific bill or disbursement.

Pay Flag A flag to indicate if the payment or collection is final or partial.

Payment Originator of the transaction transfers funds to their trading partner. Initiated
as an unsolicited transaction by the ALC to disburse funds to the Customer ALC.

PDF (Portable Document Format) A file format, read with an Adobe Acrobat™ reader,
which allows documents to be displayed identically between different operating
system platforms. There are Acrobat readers available for DOS, Windows, UNIX
and Mac platforms.

Purchase Order Number The number of the document from the receiving agency
requesting goods or services.

Quantity The number of units (items, boxes, cartons, etc.) that are being handled by the
detail line of a transaction.

Requisition Number A number used between two trading partners to identify a
requisition.

SGL (Standard General Ledger) A uniform chart of accounts to standardize federal
agency accounting. The SGL supports the preparation of standard external
reports required by central agencies. The Office of Management and Budget'’s
(OMB’s) and FMS’ regulations require agencies to use the SGL to accumulate
and report standard financial data.

TFM (Treasury Financial Manual) The official publication on Treasury procedures for

financial management and reporting. The TFM is available on-line at:
www.fms.treas.gov/tfm.

Transaction Contact The name of the person to call if there are questions about the
item of the transaction.

Transaction Description A description of the transaction.

Treasury Account Symbol Formerly the Appropriation Symbol, the account number
assigned by the Treasury to classify agency transactions.

TSV (Tab Separated Values) (tab delimited) A file format that uses tab characters (ASCII
9) as separators between fields. Unlike comma delimited (CSV) files, the
character data is not usually surrounded by quotes. This file format is used to
transfer data between different programs.

Unit of Issue The standard unit by which the item is sold or measured. (BX = Box, EA =
Each, TN = Ton, etc.)

Unit Price The price for each individual piece in a line item of an order, payment,
invoice, etc.

URL (Uniform Resource Locator) Specifies the location of a resource residing on the
Internet or an intranet. A complete URL consists of a scheme (such as HTTP or
FTP), followed by a colon, a server name, and the path of a resource (for
example: http://www.fms.treas.gov/tfm).
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Adjustment, 2.1
accessing, 2.2
detail selection, 2.4
Document Reference Number, 2.1
Adjustment Entry
data entry screen, 2.6
detall, 2.4, 2.7
function buttons, 2.5
header, 2.4, 2.6
Adobe Acrobat Reader®
how to use, 1.17
printing from, 1.17
Agency Billable Request, 12.1
Agency Billable Status
Data Columns, 13.6
viewing, 13.1
Agency Billable Status View, 13.1
Agency Information
data fields, 15.3
Update, 15.1
Agency Special Requirements
accessing the function, 11.1
field names, 11.4
request stataus, 11.1
Sample Report, A.2
Agency Special Requirements Report,
5.6
ALC
data entry field, 1.23
ALC Information
data fields, 15.3
Update, 15.1
ALC Special Requirements
accessing the function, 11.1
field names, 11.4
request stataus, 11.1
Assumptions
about the user, 1.2
Asterisks for required fields, 1.6
Billable Request, 12.1
Billable Status
confirmation, 12.8
data entry, 12.6
Browser Buttons
don't use forward and backward, 1.4
Button Formats, 1.5
Conventions

IPAC Version 1.0 User Manual
Index

Index

field names, 1.3
references to other sections, 1.3
screen buttons, 1.3
screen names, 1.3
Conventions Used in this Manual, 1.3
Cookies, E.1
configuring browser, E.1
definition, E.1
enable, E.2
enabled, 1.22. See Appendix E
Internet Explorer, E.2
long term, E.1
Netscape Communicator, E.6
policy, 1.22, E.1
Prompt, E.2
session, E.1
Warn, E.2
Cookies subdirectory, E.1
cookies.txt, E.1
CSV Format, 5.11, 5.17
Currency Formats, 1.6
Cursor Movement, 1.4
Date Formats, 1.6
Display Messages
accessing function, 16.1
screen, 16.2
EDI Activity Report, 5.8
EDI Trading Partner, 14.1
Error Messages, 1.7
FMS/Agency Request Partner Profile
Information, 5.9
Footer Comments, 1.8, 1.9

Format
currency, 1.6
date, 1.6
telephone number, 1.6
time, 1.6

Glossary. See Appendix |

HeadQuarters Transaction Download,
5.10

HeadQuarters Transaction Download
Sample Report, A.4

Headquarters Transactions
Sample Report, A.8

HeadQuarters Transactions, 5.13

Help Screens, 1.7
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HTML Format Documents
Printing - one page only, 1.12
Viewing, 1.12

InComplete Transactions, 4.1
accessing, 4.1
completing, 4.3
selecting, 4.2

IPAC
definition, 1.1
purpose, 1.1

IPAC Main Menu, 1.22, 1.1
Option Buttons, 1.24

IPAC System Main Menu, 1.21

IPAC Transaction Report Download,
5.16
Sample Report, A.12

IPAC Transaction Report Selection,
5.19
Sample Report, A.16

Long Term Cookies, E.1

Magic Cookies, E.1

Must See system messages, 1.20

Organization of the Manual, 1.2

Parent/Child Relationship
request data entry screen, 8.2

Parent/Child Relationship Information,
9.1

Parent/Child Relationships Report
Sample Report, A.20

Payment, 1.1

Payment Entry
accessing, 1.2
confirmation screen, 1.8
data entry screen, 1.2
detail section, 1.4
header section, 1.3
Special Requirements, 1.7
title bar, 1.2

PDF Format Document
about, 1.13
help, 1.17
printing, 1.15
viewing, 1.15

Predecessor/Successor ALCs Report,
5.23

Predecessor/Successor Report
Sample Report, A.22

Printing Documents, 1.8

Relationships Report, 5.21

Report
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Agency Special Requirements, 5.6
EDI Activity, 5.8
FMS/Agency Request Partner Profile
Information, 5.9
HeadQuarters Transaction Download,
5.10
HeadQuarters Transactions, 5.13
IPAC Transaction Report Download,
5.16
IPAC Transaction Report Selection,
5.19
Predecessor/Successor ALCs, 5.23
Relationships, 5.21
Store & Distribute Activity Info, 5.25
Treasury Reporting Requirements,
5.26
Report File Description, 1.8, 1.9
Report Footer Comments
sample, 1.10
Report Request form, 5.1
function buttons, 5.2
Report Request Form
data entry fields, 1.9
function buttons, 1.10
Report Retention Management
ALC entry, 7.2
confirmation screen, 7.7
Report Retention Management Function
accessing, 7.1
Report Statistics, 1.11
function buttons, 1.11
menu choices, 1.11
Report Statistics screen
function buttons, 5.2
Report Viewer
function buttons, 1.12
Reports, 5.1
accessing the function, 5.3
date and time formats, 5.1
deleting, 7.3
generating, 5.1
no data produced, 5.3
not produced, 5.3
viewing and printing, 5.1
Required Fields
asterisks, 1.6
Retrieve Report/Data Files, 6.1
accessing function, 6.1
data entry form, 6.2
file list, 6.3



Sample Report
Agency Special Requirements, A.2
HeadQuarters Transaction Download,
A4
Headquarters Transactions, A.8
IPAC Transaction Report Download,
A2
IPAC Transaction Report Selection,
A.16
Parent/Child Relationships Report,
A.20
Predecessor/Successor Report, A.22
Treasury Reporting Requirements,
A.24
Zero Dollar Transaction, A.26
Sample Reports. See Appendix A
Security Login, 1.19
Sender SGL Accounts, 1.5
Session Cookies, E.1
SGL Accounts
adjustment, 2.8
payment, 1.5
SGL Payment
entry screen, 1.5
Special Requirements, 1.7
accessing the function, 10.1, 11.1
data entry form, 10.4
definition, 10.1
field names, 11.4
request, 10.1
request stataus, 11.1
store, 10.4
view pending, 10.3
Standard Buttons, 1.4
Cancel, 1.5
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Clear, 1.5
Finished, 1.4
Help, 1.5
OK, 1.5
Print, 1.5
Return to IPAC Main Menu, 1.5
Standard General Ledger accounts, 1.5
Store & Distribute Activity Info Report,
5.25
System Requirements
IPAC, 1.1
Table of Figures. See Appendix B
Telephone Number Formats, 1.6
Time Formats, 1.6
Title Bars, 1.3
Treasury Reporting Requirements
Sample Report, A.24
Treasury Reporting Requirements
Report, 5.26
TSV Format, 5.11, 5.17
Unknown File Format, 5.12, 5.18
Update Agency Information, 15.1
Update ALC Information, 15.1
User
assumptions about, 1.2
qualifications, 1.2
Viewing Documents, 1.8
Zero Dollar, 3.1
accessing the function, 3.1
entry, 3.2
Zero Dollar Transaction
Sample Report, A.26
Zero Dollar Transaction Report, 5.27
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